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FOREWORD

The Company Commander's Spouse Battle Book is an excellent guide for the
company command team. It offers the experience and the wisdom of serving company-
level spouses and the spouses of the U.S. Army War College Class of 2010. It offers
recommended solutions to many of the complex issues we face today at the company
command level. We are confident that you will find it useful in building a successful
command team and an environment that fully supports our Families.

This book represents the dedicated and caring work of spouses of the U.S. Army War
College Class of 2010. Those dedicated spouses spent the academic year collecting
and adding information from the field and agencies responsible for Family readiness
and well-being. They have demonstrated the need for self reliance and the Army
tradition of supporting and helping one another. The Army War College extends to
them its sincere appreciation and gratitude for a job well done.

We sincerely hope this guide will be both a useful and important leadership resource
for our company commander spouses as they address the major changes taking place

in our Army today.

OBERT M. WILLIAMS
ajor General, U.S. Army
Commandant
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PREFACE

Each year at the United States Army War College (USAWC), the spouses of the
students are given the opportunity to participate in a class project. For the past years,
spouse committees have chosen to write handbooks regarding information pertinent to
spouses and family members in the Armed Forces.

We chose to update this particular guidebook and write BATTLE BOOK for the
COMPANY COMMANDER’S SPOUSE for three reasons; use of the internet, the re-
organization of the U.S. Army, and the increased deployment of units because of the
War on Terror and Operations Enduring Freedom and Iraqi Freedom (OEF, OIF).
These current developments have created change that needs to be included in a
guidebook that is focused at the company level. The designating term “company’ is the
only term used in the book. It is inclusive of the terms “troop”, “battery” and
“‘detachment” which are used for cavalry, artillery, and smaller company level command
units, respectively. The same is understood for the next higher level designating term
“battalion” which is called a “squadron” in cavalry units. While the title uses the word
“spouse” this guidebook is also meant for anyone who is voluntarily serving as a spouse

representative for the commander.

As a committee, we were very sensitive to the fact that current information was needed
from company level spouses serving, or having just recently served, in this capacity.
While we had decades of experience as military and former commander spouses
between us, we needed to communicate with those currently in this position and serving
voluntarily. Surveys were distributed in an Army wide mailing, through all types of
companies from different Army branches. A favorable response was received reflecting
this diversity. Responses were sent for all the questions that covered various subjects,
with a majority of the feedback concerning Family Readiness Groups (FRGs). Feminine
and masculine pronouns were used, and we ask readers to adjust the language to fit
their specific situation by inserting the appropriate gender word. We thank all of the
company commander spouses who took time from busy lives to write the committee in
both written and e-mail responses. This book was written partially by them, and
particularly, for them.

We wish to thank a familiar figure here at the USAWC, Colonel (RET) Joseph “Joe”
York, Deputy Director of the Military Family Programs, and the staff of the Department
of Command, Leadership, and Management, for their support and enthusiasm for this
project. We would also like to thank Lisa Towery and Kim Bourque for their support,
encouragement, and guidance during this project.
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INTRODUCTION

Welcome to the “Battle Book for the Company Commander Spouse.” This handbook is
meant to be a helpful guide for any Company Commander spouse or any appointed
representative who agrees to assist with spouse leadership when the Company
Commander is not married. It was written by our volunteer committee of spouses from
The United States Army War College Class of 2010, and is an updated version of an
earlier handbook 2006. The term ‘battle book’ was used in the title because it follows
the title of an earlier guidebook written at USAWC for senior army spouses. Information
from a company commander’s spouse survey, along with material from available
military family literature was compiled and condensed to create a manageable
guidebook, for a new company commander spouse. It is often reassuring to have
something physically in one’s hands or that can be easily downloaded off the internet,
when facing a new situation.

It is partly because of the internet that this handbook was rewritten. Websites and
internet resources now need to be included with any spouse guide literature. The
guantity of information and help sites from both official and unofficial sources can be
confusing. This book includes reliable internet resource sites that can be of help when
searching for further information not included here. Today, e-mail, instant messaging,
and even VolIP (Voice over Internet Protocol) phone capability make electronic
equipment the primary means of communicating when trying to disseminate information
and work within a group.

Company Command is more challenging than ever before. Our Commanders have
more responsibility than ever, and are managing complex situations that have become
the norm. Technology has sped up all communication, decision-making, and the
capacity to respond to events. In our contemporary operating environment, the need for
effective unit Family Readiness Groups (FRGS) is clearer than ever, as some units
serve multiple deployments, and the Army is transforming to a Brigade Based Modular
Army with more flexible and more independent units. Transformation also brings
greater stability and predictability for Army families; however, it also means a different
pace in our garrisons following deployment. Under the Army Force Generation Model
(ARFORGEN), the operational tempo of units will still be high as units go through a
reset phase and return to training with new Soldiers and equipment. Family re-location
support is now secondary to deployment guidance, and the accompanying challenges
that arise with extended family separation.

The spouse of a Company Commander is often looked to for guidance regarding the
FRG. FRGs are designed to provide information and a means to support family
members, and educate them on the resources available for solving problems, while
also being flexibly structured and unique to each unit. When the Company Commander
is unmarried, the purpose of the FRG is best met by appointing a spouse representative
and an FRG leader. However, there may be times when an unmarried Company
Commander combines both roles with one person.



Determination of FRG leadership is up to the Commander. Our spouse survey revealed
that FRG business was the area of greatest concern for current Company
Commanders’ spouses.

As a Company Commander spouse or appointed representative, thank you for reading
this guidebook and for taking a leadership role in assisting the spouses and family
members in your Commander’'s company. You are working with people, and that
always means giving some of your time. We hope this handbook provides information
useful to you and to other family members who ask for your assistance while you serve
in this capacity.
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|. Operational Security and
Talking to the Media

General Washington was quoted as saying,
"Even minutiae (minor or incidental details)
should have a place in our collection, for
things of a seemingly trifling nature, when
enjoined with others of a more serious cast,
may lead to valuable conclusion."

George Washington, our first president,
was a known OPSEC practitioner.



Your Role in Operations Security (OPSEC)

Do you realize that having a “Half of my Heart is in Iraq,” a #15 Lakeview Football, Molly
cheers for Madison!, and a Mary Kay car magnet just identified you as a spouse of a
DEPLOYED soldier, a mom of a football player and where he attends school, the mom
of Molly who attends Madison, and a self-employed business owner who probably has
cash in the house? Criminals use these markers to tag their next victims; it could be car
vandalism to the kidnapping of your children or you being sexually assaulted. In
addition, terrorists/spies use these markers when identifying high value targets for
kidnapping. YOU HAVE TO BE CAREFUL! Did you know that satellite photographs on
the night we invaded Irag showed the Pentagon parking lot was almost completely full
and the local pizza restaurants noticed a higher delivery rate than normal. We handed
the enemy information and did not even realize it. YOU HAVE TO BE CAREFUL!

As Soldiers deploy, they will relay news and events to family and friends at home, and
friends and family will do what they can to find out information about Soldiers, their
units, and their missions. These circumstances can become troublesome for OPSEC
officers, the Families, and the Soldiers. With some training and planning, everyone can
overcome these problems.

Soldiers and Family members often do not know that innocent requests and news from
the units can become OPSEC issues. Our enemies can easily intercept information
through e-mail, phone, and internet chat sessions. Units and Family Readiness Groups
(FRGs) must make Soldiers and Family members aware of possible OPSEC violations
before the unit deploys. Units have been successful in establishing secure video
teleconferencing and voice between deployed Soldiers and facilities on post for
communication between Family members and Soldiers, greatly reducing OPSEC
concerns.

Information-gathering has moved from the passive listening mode to active collection
from deployed Service member’'s Families. There have been recent attempts to gather
Family member personal information, such as social security numbers and birth dates.
FRGs must make Families aware of these threats and their potential damage. Soldiers
and their Families must report any OPSEC collection attempts to the post intelligence
office or counterintelligence (Cl) facility directly, not through the FRG or the Soldier's
chain of command. Examples include the following:

o Some families of UK soldiers have been contacted by the enemy.
e Scammers who say the Soldier is hurt or killed to gain information. (Families
need to know the procedures to spot scams.)

The protection of deployed Soldiers depends upon OPSEC control at both the Soldier
and Family levels. All Soldiers and Family members must receive OPSEC and
Subversion and Espionage Directed Against the Army (SAEDA) training before
deployments. This training and increased awareness will limit threats against deployed
Soldiers.



What Is OPSEC?

Operations Security, or OPSEC, is keeping potential adversaries from discovering our
critical information. As the name suggests, it protects our operations—planned, in
progress, and those completed. Success depends on secrecy and surprise, so the
military can accomplish the mission faster and with less risk. Our adversaries want our
information, and they do not concentrate only on Soldiers to get it. They want you, the
Family member.

You Are A Vital Player In Our Success!

As a Family member of our military community, you are a vital player in our success,
and OPSEC professionals could not do their job without your support. You may not
know it, but you also play a crucial role in ensuring your loved one’s safety. You can
protect your Family and friends by protecting what you know of the military’s day-to-day
operations. That is OPSEC.

Protecting Critical Information

Even though information may not be secret, it can be what is called “critical information.”
Critical information deals with specific facts about military intentions, capabilities,
operations or activities. If an adversary knew this detailed information, unit mission
accomplishment and personnel safety could be jeopardized. It must be protected to
ensure an adversary does not gain a significant advantage. By being a member of the
military Family, you will often know some bits of critical information. Do not discuss
them outside of your immediate Family and especially not over the telephone.

Examples of Critical Information

e Detailed information about the mission of assigned units

e Details on locations and times of unit deployments

e Personnel transactions that occur in large numbers (Example: pay
information, powers of attorney, wills, deployment information)

e References to trends in unit morale or personnel problems

e Details concerning security procedures

Puzzle Pieces

These bits of information may seem insignificant. However, to a trained adversary, they
are small pieces of a puzzle that highlight what a unit is doing and planning.
Remember, the elements of security and surprise is vital to the accomplishment of unit
goals and the collective personnel protection.

e Where and how you discuss this information is just as important as with
whom you discuss it. Adversary agents tasked with collecting information



frequently visit some of the same stores, clubs, recreational areas, or places
of worship as you do.

e Determined individuals can easily collect data from cordless, cellular phones,
and even baby monitors, using inexpensive receivers available from local
electronics stores.

e If anyone, especially a foreign national, persistently seeks information, notify
your military sponsor immediately. He or she will notify the unit OPSEC
program manager.

What Can You Do?

There are many countries and organizations that would like to harm Americans and
degrade our influence in the world. It is possible, and not unprecedented, for Spouses
and Family members of U.S. military personnel to be targeted for intelligence collection.
This is true in the United States and especially true overseas! What can you do?

e Be Alert:

Foreign governments and organizations collect significant amounts of useful
information by using spies. A foreign agent may use a variety of approaches
to befriend someone and get sensitive information. This sensitive information
can be critical to the success of a terrorist or spy, and consequently deadly to
Americans.

e Be Careful:

There may be times when your Spouse cannot talk about the specifics of his
or her job. Itis very important to conceal and protect certain information such
as flight schedules, ship movements, temporary duty (TDY) locations, and
installation activities, for example. Something as simple as a phone
discussion about where your Spouse is deploying, or going TDY, can be very
useful to our enemies.

OPSEC AND SOCIAL NETWORKING

Social Networking

Social networking sites (SNS), like Facebook® and Twitter®, are software applications
that connect people and information in spontaneous, interactive ways. While SNS can
be useful and fun, they can provide adversaries, such as terrorists, spies and criminals,
with critical information needed to harm you or disrupt your unit’s mission. Practicing
Operations Security (OPSEC) will help you to recognize your critical information and
protect it from an adversary. Here are a few safety tips to get you started.



SAFETY CHECKLIST

Personal Information:
Do you:

o Keep sensitive, work-related information OFF your profile?

e Keep your plans, schedules and location data to yourself?

e Protect the names and information of coworkers, friends, and family
members?

e Tell friends to be careful when posting photos and information about you and
your family?

Posted Data:
Before posting, did you:
e Check all photos for indicators in the background or reflective surfaces?
e Check filenames and file tags for sensitive data (your name, organization or
other details)?
Passwords:

Are they:

e Unique from your other online passwords?
e Sufficiently hard to guess?
Adequately protected (not shared or given away)?

Settings and Privacy:
Did you:

e Carefully look for and set all your privacy and security options?

e Determine both your profile and search visibility?

e Sort “friends” into groups and networks, and set access permissions
accordingly?

e Verify through other channels that a “friend” request was actually from your
friend?

e Add “untrusted” people to the group with the lowest permissions and
accesses?



Security:
Remember to:

e Keep your anti-virus software updated.

e Beware of links, downloads, and attachments just as you would in e-mails.

e Beware of “apps” or plugins, which are often written by unknown third parties
who might use them to access your data and friends.

e Look for HTTPS and the lock icon that indicate active transmission security
before logging in or entering sensitive data (especially when using wi-fi hotspots).

THINK BEFORE YOU POST! Remember, your information could become public at any
time due to hacking, configuration errors, social engineering or the business practice of
selling or sharing user data. For more information, visit the Interagency OPSEC
Support Staff’'s website at http://www.ioss.gov/.

CORRECT:

My Soldier is deployed in support of Iragi Freedom or Enduring Freedom.
INCORRECT:

My Soldier is in XYZ Unit and is stationed at ABC Camp in XXX city in Iraq.

Give only general locations IF his unit allows it. The above incorrect statement is
entirely too much information.

INCORRECT:

My Soldier’s unit is returning from deployment and flying into XYZ Airport at 8 p.m. next
Thursday.

Never give dates or times for troop movements. Keep in mind that “next Thursday” is a
date. Troop movements include R & R dates as well as deployment and redeployment
dates. Planes have been delayed for days or weeks because an excited family member
made this information public.

INCORRECT:

Please pray for my Soldier. He called today and told me he is going out on a very
dangerous mission tonight. They will be gone for three days and I'm very worried about
him.

When our soldiers are in dangerous situations, it is natural to want to reach out to

others. But the above statement puts your soldier and his unit in danger. You could
have very well just alerted the enemy about their mission.
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It is important to realize that putting together the bits and pieces needed to create the
larger picture can be amazingly simple by using the internet. Many mistakenly believe
that if they do not talk about it all at once, the information is safe. This is wrong and
dangerous to assume. The internet is a wonderful tool but in regards to our military, it is
a very dangerous one as well. It takes only minutes of searching online to find enough
pieces of information that could potentially endanger our Soldiers.

Deployment tickers:

Many Family members like to use deployment tickers to count down their Soldier's
deployment. Never have a ticker that shows XX days until he returns. If you must have
a ticker, then have one with the amount of time he has been gone; however, it is best
not to have this type of ticker at all.

Finally, for your own personal safety, be very aware of what you are putting on the
internet or saying in conversations in public. With the internet, it is not difficult to track
down an address and phone number. Do not make yourself a target by letting the world
know that your husband is deployed.

PERSONAL SECURITY (PERSEQ)

PERSEC like OPSEC, involves guarding the information that you know.

e Do not give out your Soldier's name along with rank.

e Black out his nametape and rank in pictures. If he is in a special operations
unit, you should also black out any unit affiliation.

e Be vague about your personal information as an Army Spouse or Army
Family member on the internet. You never know who is lurking and gathering
information on message boards, Face Book, and MySpace pages and
profiles.

This is plain common sense for everyday life—whether your Family member is in the
military or not. The old saying, “loose lips sink ships” still holds true today. Keep your
Soldier, your Family and the unit safe by keeping the information you know to yourself.
Better safe than sorry!

DEALING WITH THE MEDIA

Family Members and Media Interviews:

Military families often become the center of news media attention as reporters try to
write local and national stories. Because of this potential attention, Family members
should know some important concepts when dealing with the press.

Service members and their families sometimes do not realize they can be the best
(sometimes the only) sources of information for news stories about events of world and
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national interest. Their individual stories are often the best way to tell the military's
story,good or bad.

News is an extremely competitive business, and reporters go to great lengths to "get the
story" before their competitors do. Family members should keep the following
guidelines in mind when interacting with media:

e You have the right to say NO to an interview request. Some reporters have
coerced Family members into submitting to an interview by emphasizing the
public's "right to know" and "freedom of the press," but your right to privacy
always takes precedence.

e News media do a job vital to democracy. It is NOT harassment if they call
your home or stop you at the supermarket to ask for an interview. It IS
harassment if they infringe on your privacy or persist after being told "no".

e Your home is your property. No one, reporter or otherwise, has a "right" to
enter your home or be on your property unless you grant them that privilege.

e If you do decide to talk with the news media, you should establish some
ground rules before the interview. Prior understandings are for your
protection, and responsible, professional reporters will work with you.

e Know with whom you are talking. Before answering questions, get the
reporter's name, organization and phone number—especially if you are going
to decline the request. Your caution will discourage the reporter from
persisting.

e If you do consent to an interview, you may not want your full name to be
used. You should always ensure that your address is not used. Television
pictures of your house are not a good idea.

e Explain to reporters that your wish to maintain privacy at your home will help
protect your Family from harassment by a wide range of people who could
learn through press coverage where the Family lives.

e When you agree to an interview, remember that you give away some of your
privacy. Always keep in mind the Family's best interest when dealing with the
news media.

e Use the reporter’s first name instead of “Sir” or “Ma’am”.

e The phrases “what | can tell you”, “what you should consider”, “what’s
important to realize”, etc... are important when you are trying to either block
or bridge a question. Sample:

Q. “Do you think the U.S. should stay in Iraq?”

A: “That’s a question for our nation’s leaders; what | will tell you is that
Soldiers here at Fort Hood are trained and ready to perform any mission
they are called on to do.”

e Appearing on television or being written about in the newspaper could identify
you as a target for unscrupulous salespersons, crank calls, a burglary, or a
rape. Be especially cautious if your phone listing includes your Spouse's rank
and your address.



Know who will hear you. Family members often have information that would
be useful to an enemy. Always think OPSEC.

Know your limits. Talk only about what you know firsthand. It's okay to
answer with "I don't know." Take your time: formulate the answer in your
mind before speaking.

Never make comments or answer questions that talk about what might
happen or could have happened. Do not make anything up or speculate.
Know what to keep to yourself. If your Spouse calls or writes with news about
casualties, where the unit is, or when it might deploy, keep such information
to yourself. Deployments spawn rumors, and some of what you might hear
could be wrong, sensitive, or subject to change.

If you desire, contact your PAO for assistance. PAOs have a working
relationship with the media and can provide advice that will help protect your
privacy, yet allow the news media to report the story.



Il. Entering the Unit

Self-trust is the first secret of success.

Ralph Waldo Emerson
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Your spouse is about to take command! This is a very exciting time in your spouse’s
career, as this is his/her first command opportunity. It is very important for you and your
spouse to keep the lines of communication open. Decide together on where you will
place your priorities and be sure to coordinate your calendars. You and your spouse
may be experiencing feelings from nervousness and anxiety to excitement and
anticipation. One thing is certain, you are both about to make lifelong memories and
develop lifelong friendships. As the Change of Command (CoC) approaches there are
a few things you will need to consider.

If possible, meet with the outgoing spouse, (if the outgoing Commander is married),
days or weeks prior to the change of command. If getting together is not feasible,
consider both phone calls and/or e-mail, as the outgoing spouse will be a great resource
to you. This spouse hopefully will be able to provide you with telephone trees,
upcoming events/dates, rosters and Family Readiness Group (FRG) information (for
more on FRGs see Organizing the Family Readiness Group chapter in this book). Itis
important for you to remember that during this time of transition, the outgoing
commander and spouse may be feeling a sense of loss and sadness as the change of
command approaches. It is important that through all your interactions and
communications that you be aware of and respect these feelings.

Approximately one month out from the CoC, you will want to provide addresses of your
guests for the ceremony. Your spouse will provide your invitation list to the unit for
mailing. Make sure you identify those guests, which you would like to have reserved
seating at the ceremony, as well as any special considerations.

CoC ceremonies are usually held outside. Consider the probable weather conditions
when planning what you and your children will wear. This is a great family photo
opportunity! Ask your spouse to bring home a copy of the sequence of events for the
ceremony so you are aware of such things as when you should stand, sit, put your hand
on your heart and songs that will be played during the ceremony.

It is customary that your spouse purchase the flowers you will be presented with during
the ceremony; however, the unit will order the flowers and have them at the ceremony.
Although spouses traditionally receive flowers, a male spouse may prefer to receive
cigars or a bottle of champagne. If your spouse decides to make presentations to your
children (unit coins, flowers...) they too will be your spouse’s responsibility. Ideally, you
should communicate with the outgoing command team, (Commander and Spouse), so
the presentations parallel each other. Ask about any local customs or protocol within
the unit that you should be aware of as they pertain to the ceremony.

You will also want to make plans for the reception that will follow the ceremony. This
reception is hosted and paid for by you and your spouse for your guests and members
of the unit in celebration of this day. Receptions always include a cake and often
include some light food and drinks. There are often norms within organizations so it is
best to ask those currently in the unit and plan your reception to fall within these
organizational norms. It is important to remember that the reception is usually
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immediately after the CoC ceremony, so a reception that doesn’t require much last
minute preparation may be best.

Prior to the CoC is a perfect time for you to think about any traditions you would like to
establish. There will be weddings, births and people entering and leaving the unit that
you may want to recognize with a small gesture. This is a wonderful idea but do
consider the cost and frequency of such happenings, as this will be an out of pocket
expense for you. Before you do anything, consider what the FRG does and for whom,
and what your higher headquarters units do and for whom. This information could
prevent you from duplicating efforts. Above all, it is imperative that regardless of what
you decide to do, you be consistent and never leave anyone out. What you do for one
you should do for all!

This is also a good time to inquire about educational opportunities at your local
installation Army Community Services (ACS) such as Army Family Team Building
(AFTB) and personal growth and development courses tailored to unit-level spouse
leaders. These courses may take up to a week of your time, but could be invaluable to
you!

THE DAY OF THE CEREMONY

You and your spouse may need to drive separately to the ceremony depending on
whether or not your spouse will need to go early. If this is the case, and you will be
arriving on your own, arrive at least 15 minutes early. Remember that the unit will be
honoring the outgoing couple; this should not make you feel slighted, as it is simply the
natural course of events. You will be seated in the front row along with the outgoing
spouse. The Battalion Commander’s spouse traditionally sits next to the outgoing
spouse.

The ceremony could last up to 30 minutes, so depending on the age of your children
you may want to ask a friend or relative to be prepared to tend to your children’s needs
during the ceremony so that you are better able to enjoy the moment! The ceremony
usually begins with a presentation of flowers to the spouses. Your flowers will be
presented to you by a soldier on behalf of the unit. It is respectful to stand when
receiving them.

Naturally, you will want to take pictures and/or video tape the ceremony. It may be a
good idea to ask friends or relatives to do this for you so you can enjoy the ceremony.
After the ceremony, it is important that you quickly link up with your spouse and get over
to your reception so you are there to receive your guests upon their arrival.

THE GUIDON HAS BEEN PASSED

Now that the CoC ceremony has passed, it is time to write thank you notes to anyone
who has helped you with this transition. You may want to thank the outgoing
commander and spouse, and anyone else in the unit who helped you.
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If you haven’t already done so, you and your spouse may want to take note of your
financial situation. Company command may present many opportunities to entertain as
well as many social opportunities. The costs can add up as does babysitting and any
cards or small gifts you may decide to purchase.

Soon after the CoC, you will want to meet with the current unit FRG leader (See
Chapter 5, Organization of a Family Readiness Group, at the company level sometimes
the Commander’s spouse assumes both the advisor and leader role based on the
Commander’s decision). Keep in mind that in all probability the CoC will not be the only
change within the unit. The volunteers in the unit will often take this opportunity to
transition. If the current FRG leader has stepped down, you and your spouse may need
to discuss the option of you fulfilling this position.

This is not your father’'s Army. Many spouses choose to have a career. Do not let the
guilt factor cause you to take on more than you can handle. There are many options
when it comes to running an FRG. It is a commander’s program and he can appoint
anyone to run the FRG. It is important to show your support of the FRG by attending
the meetings, getting to know the family members and above all listening to their cares
and concerns. Remember, there is no rank at an FRG meeting, introduce yourself by
your first name only and do not note your spouses’ position and/or rank. They will know
soon enough, and leader or not, you are a member of the FRG. Given your
experiences, you will be a great resource!

Ask your spouse to keep you informed of all unit functions such as soldier promotions
and award ceremonies, as well as, other company-level changes of command. Your
presence at such events will show your interest and support of the soldiers, their
families and the unit as a whole.

By now, you have a wealth of information but it is important that you don’t make
immediate changes. Take some time to watch, listen and gather information. Change
and transition is difficult for us all so give the spouses of the unit time to accept this
changel/transition and get to know you.

You cannot go wrong if you just remember to be yourself and be sincere!

ESTABLISHING RELATIONSHIPS

Your Spouses’ new position will open you to numerous new relationships. Some will
turn into lifelong friendships while others will be for the benefit and enhancement of the
Company and its Family Members. These successful relationships will encourage
camaraderie and unit cohesiveness as well as enrich your life...you too will touch more
lives than you will know.

e Spouse/Family - Your relationship with your Spouse and Family must come
first. Keep a continual dialogue with your Spouse. Discuss your priorities,
goals and plans often, from entertaining to the extent of your own involvement
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and presence. Your Spouse has a lonely position; be a good listener and
guard the confidence and trust of your relationship. Always save time for
each other and for your Family.

First Sergeant (1SG) Spouse - Often 1SGs and their Spouses have been
associated with the Army for more years than you have and the 1SG will
normally serve in the company 1SG position for a longer period of time than
your Spouse will serve in the company command position. Tap into this
wonderful experience base, but realize that a company command may seem
like a sprint and a 1SG position seem like a marathon in comparison. Given
this, the Spouse may not have the same excitement or high energy level as
you. The 1SG Spouse is your partner and your teammate. This can be of
great comfort knowing that you are not alone! The 1SG Spouse is the senior
Spouse of the enlisted soldiers’ Spouses just as you are the senior Spouse of
the officers’ Spouses. Your roles parallel each other. The 1SG Spouse could
be the primary connection between you and the NCO/enlisted Spouses. If
possible, meet periodically to keep each other informed and to maintain a
working relationship that could very well develop into a friendship. A strong
partnership will facilitate your joint efforts during high stress times that may
arise in the company. Remember, the 1SG Spouse is a volunteer just like
you. If the 1SG Spouse would like to maintain an inactive role in the
company, respect this, but ask for another senior enlisted Spouse to take on
this important role. As a courtesy though, continue to keep the 1SG Spouse
informed unless asked otherwise. Your relationship with the 1SG Spouse will
foster an atmosphere in the company that inspires teamwork, camaraderie
and cohesiveness among other Spouses in the company.

FRG Leader - The Family Readiness Group is an official entity of the
company and a program that is one of your Spouse’s command
responsibilities. It is imperative that you support the FRG Leader with
attendance at meetings and functions, sharing of ideas and experiences and
above all communication. Your Spouse will need to meet with and have
frequent communication with the FRG Leader.

Lieutenant Spouses in the Company - Usually the Company experience is
the first Army experience a Lieutenant’s Spouse will have. You too may be or
feel like a relatively new Army Spouse, but know that the Lieutenants’
Spouses will be looking up to you. The Lieutenants’ Spouses in your
company will be invited to the same social functions as you and are usually
close in age to you, so it is likely that you could develop friendships with each
other.

RELATIONSHIPS IN THE BATTALION

Battalion Commander Spouse - The Battalion Commander’s Spouse is a
great source of information and will be able to link you to valuable Brigade
and installation level resources. You will have many opportunities to interact
with the Battalion Commander’s Spouse usually in official and unofficial
settings.
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Other Field Grade Spouses In The Battalion - There are usually 2-5 Field
Grade Spouses within a Battalion other than the Battalion Commander’s
Spouse. These spouses are role models that you can solicit advice from and
you may find that these spouses are easier to access than the Battalion
Commander’s spouse.

Company Commander Spouses/Peers - You are not alone! You will be
able to share ideas with and find support from the other Company
Commander Spouses.

Chaplain - The Chaplain usually has his/her finger on the pulse of the
company. The Chaplain is a trained professional whom you can turn to in
confidence and who is very knowledgeable of all resources, from within the
Chaplain’s office, the unit, the installation and Army-wide.

RELATIONSHIPS ON THE INSTALLATION

Army Volunteer Corps Coordinator (AVCC) - Most installations have an
AVCC who serves as the single point of contact for volunteerism on the
installation. The AVCC can assist you in learning about volunteer
opportunities on your installation and sometimes has information about
volunteering in the civilian community. This will be your installation point of
contact who will guide you through the process of registering and recognizing
the volunteers within the company. *You may find AVC (Army Volunteer
Coordinator) and AVCC (Army Volunteer Corps Coordinator) used
interchangeably.

Army Community Services (ACS) - ACS assists Commanders in
maintaining readiness of individuals, Families, and communities within
America's Army by developing, coordinating, and delivering services that
promote self-reliance, resiliency, and stability during war and peace. Visit
your installation’s ACS to familiarize yourself with the numerous programs
and resources available to you and the Families of the company.

Red Cross - Today's American Red Cross is keeping pace with the changing
military. Using the latest in computer and telecommunications technology,
the Red Cross sends communications on behalf of Family members who are
facing emergencies or other important events to members of the U.S. Armed
Forces serving all over the world. Locate the Red Cross serving your
installation for current contact information, classes and volunteer
opportunities.

Installation Spouses' Club/Community Spouses' Club - Each installation
will likely have a spouses’ club that you may choose to join. This is a great
venue for you to meet other Spouses outside the Unit, socialize and/or
volunteer if you choose. (For more information, see the Being Social
chapter.)
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KEY RELATIONSHIPS TO CULTIVATE

State/Regional Family Programs Office - In each state/region, the National
Guard/Reserve has a Family Program Office that can provide assistance with
and guidance on Guard/Reserve issues and community resources for
Families. To locate your Family Programs Staff log on to
www.jointservicessupport.org and your state or www.arfp.org to find your
listing. Some key positions helpful to you personally and as a resource for
your unit Family Readiness Group and Individual Families are:

Family Assistance Centers (FAC) - Set up as a one-stop shop where
Families can get information and assistance from a diverse range of
agencies. Staffed by Family Assistance Center Specialists (FAS).

Family Assistance Center Specialists (FAS) - Number of Specialists vary
by State. FAS provide assistance to any and all Service Members and their
Families during times of need regardless of deployment status or branch
affiliation. Professionally trained staff can assist with.: TRICARE, DEERS, ID
cards, financial and legal matters, Service and Family member
employment/re-employment and crisis intervention and referral. Typically,
there is a hotline number in each state to cover crises and emergencies 24
hours/day. Check www.jointservicessupport.org for the number in your state.
Family Readiness Assistant (FRA) - Responsible for training all volunteers,
educating Soldiers & National Guard Family Members on all aspects of
Readiness. Provides training and resources to Commanders and Rear
Detachment Commanders on their roles in regard to Family Readiness
Groups.

Family Readiness Support Assistant (FRSA) — For a detailed description of
their role and function please see the Family Readiness Groups chapter.
Joint Family Support Assistance Program Counselors (JFSAP) — A
compilation of Military One Source Center outreach programs which provides
professional support to Service Members and their Families (individually or in
groups) on a wide range of topics, from anger management, financial
counseling, children and youth issues, problem solving, and throughout the
deployment cycle. States have a range of numbers of Counselors available:
Military Family Life Consultants, Personal Financial Consultants, Operation
Military Kids Consultants, Military One Source Consultant, and an American
Red Cross Representative.
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Ill. Meeting Management
Tips

A meeting moves at the speed of the slowest
mind in the room. (In other words, all but

one participate will be bored, and all but one
mind underused.)

Dale Daute
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Meeting Planning and Management

As a Company Commander Spouse, you will probably begin to plan and conduct
meetings. To hold successful meetings you will need to have a basic understanding of
meeting management and group dynamics. Army Community Service (ACS) or
State/Family Programs offers an in depth class on Meeting Management through Army
Family Team Building (AFTB) Level Ill. Also included in AFTB Level lll are classes on
Communication, Leadership, Conflict, and Building Cohesive Teams. If local classes
are not available in your area, you can take them on line through Army One Source
http://www.myarmyonesource.com/default.aspx. AFTB is located under the Family
Programs and Services Tab, then under Family Programs, then AFTB and Online
Training. The knowledge you gain in these classes can give you confidence in your role
as a Company Commander Spouse. The information provided in this chapter is basic
information to get you started in the right direction.

Planning Guidelines:

After you have decided to conduct a meeting, basic steps and guidelines should be
considered. Utilizing these broad guidelines may help you plan a more effective
meeting; however, you may not use every guideline every time. Again, these are broad,
general guidelines. Remember, too, that you will want to lead or facilitate the
meeting...not boss it!

Before a Meeting:

e Decide on a purpose.

e Create an Agenda: Send out! Be specific! Be creative! Use ACTIVE voice,

not passive voice!

Brief attendees in advance.

Prepare an opening statement or introductory remarks.

Gather and disseminate information.

Invite SME’s (subject matter experts) or speakers.

Arrange resources, including location, keys, Agenda, handouts, materials,

A/V equipment, etc.

e Plan physical arrangement of meeting location: name tags on table,
arrangement of folders and/or paper, chairs at table.

e Be there early and come prepared!

e Plan course of meeting and time limits.

e Utilize personal notes on individual agendas.

During a Meeting:

Elicit additions to agenda, if necessary,

Create proper atmosphere (friendly and open).
Give introductory remarks.

Watch group dynamics.
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End on time and watch your time

Be aware of your “hats” or roles.

Make sure all materials are there.

Use props, if appropriate.

Acknowledge distractions.

Set, review, and enforce group/meeting norms.
Stick to decisions/group votes.

Assign tasks with target due dates.

Keep written records (minutes of the meeting).

After Meeting:

Engage in personal reflection (positive and negative).
Provide informal support.

Follow up.

Be available.

Send out meeting minutes ASAP.

Encourage completion of tasks.

Deal with unfinished business.

Planning the Agenda

Shown below is a sample Agenda with explanations for each item. Your Agenda may
be different, depending on the needs of your unit or organization. This is just a
guideline. A ready to use Sample Agenda is located in the Resource section of this
chapter.

1. Call to Order: Call the meeting to order on time. This is a courtesy to your
attendees. Make any short introductory remarks, invocation, welcomes,
introductions or opening statements after the Call to Order. This ensures that this

AGENDA

Company Name, BN or Organization Name

Date
Time
Location

information is included in the minutes.

2. Introductory Remarks: Welcome the members to the meeting. You may want to
introduce any special guests in attendance. Some groups have an invocation. Keep

these remarks brief.
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. Approval of Last Meeting’s Minutes: Minutes should be read and approved by
motion, second and vote. A motion, second, and vote to accept the minutes as
printed is sometimes used instead of a reading. The Chair should ask if there are
corrections to the minutes. Corrections are noted and the minutes can be approved
as corrected by motion, second and vote. When minutes are read, the group should
be aware of and note any unfinished business that should be addressed.

. Reports: Each of the elected or appointed positions gives a report of business they
conducted. The Secretary may read correspondence received. The Treasurer gives
a report on the budget, monies spent or received. This report does not need
approval by the members. Committee Chairs or other positions give reports if
necessary. You may know ahead of time who will give reports and may list them on
the Agenda. Reports from Chairs or positions not listed on the Agenda may arise
during the meeting.

e Secretary

e Treasurer

e Committee Chairs (Welcome, Hospitality, Special Events, Volunteers,
Programs etc.):

. Old Business: Unfinished business tabled from previous meetings is addressed
here. The group may have been waiting on information or approval from others
before making decisions. The group may discuss and vote on issues that need to
be decided or may table issues until the next meeting. You may list topics of Old
Business on the Agenda. Other Old Business not listed on the Agenda may arise
during the meeting.

. New Business: This is business that the group has not previously addressed.
Based on anticipated new business, allow plenty of time for discussion and voting.
Be sure to keep the discussion controlled so that you can end the meeting on time.
You may need to refer new business to committee or individuals to accomplish. You
may list items of New Business on the Agenda. Other New Business not listed on
the Agenda may arise during the meeting.

. Calendar and Announcements: This is a time to announce upcoming dates and
events that are important to the unit or organization. Also decided here will be the
date or potential dates for the next meeting. This information may be listed on the
Agenda. Additional calendar items or announcements not on the Agenda may arise.

. Adjournment: A motion to adjourn is made, seconded and voted.
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Planning for Problems: Anticipating and being aware of problems that may arise in
meetings can allow you to plan ways to avoid them! Meeting myths, traps, and difficult
behaviors are areas for you to consider.

e Myths: There are meeting myths that you should recognize as false: 1) The
leader is responsible for the success of the group; 2) the leader needs to have
tight control; 3) everyone must participate in all circumstances; and if everyone is
courteous enough, the meeting is bound to be a success. These simply are not
true. The group leader should do everything possible to ensure an effective
meeting and the group should be responsible for its own behavior.

e Traps: In addition to meeting myths, you should recognize meeting traps.
Falling into these traps may cause your meeting to be ineffective. In your
planning phase, consider how you can avoid these traps:

o No understanding or thought for the participants.

Same meeting, same place, same time, same agenda.

Unbriefed resource person or speaker.

Too much planned for too little time.

Long introductions or long, drawn-out speakers.

Failure to deal with the feelings of the participants at the meeting.

Neglecting to carry the group into the future, relate it to the real world, follow

up on post-meeting assignments or plan the next meeting.

e Difficult Behaviors: At times people may exhibit difficult behaviors in your
meetings. While there is no absolutely effective way to deal with difficult
behaviors, understanding them can help you know how to react when they occur.
Described below are common difficult behaviors and possible ways to deal with
them.

o Superior Attitude: High self esteem (although appearances can be deceiving);
successful; goal oriented; see self as powerful and better than others; know-
it-all; exploits connections; need to be center of attention; rigid in opinions

Show respect.

Do not use sarcasm.

Be assertive.

Do not use “side glances”.

Be assertive — not aggressive.

Demonstrate confidence.

Bring THEM into the process.

o Overly Dependent Attitude: Expect others to solve all of their problems; make

angry demands; become irritated at delays; ask questions about everything;

exhibit exaggerated concern and fear; demand staff attention:

0O O O O O O

YVVVYVYYY

> Tolerate unrealistic behaviors.

> Be specific about what can be done and how long it will take.

> Be assertive in dealing with their demands.

> Give them attention to let them know that you are aware of them and
their needs.

o “Superman/Superwoman” Attitude
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> Pride themselves on being independent, capable, and strong; play
down iliness (sometimes too long); poor in following directions; fear of
losing control over themselves; loss of control results in sense of
hopelessness
> Do not tell them how much they need help.
> Do not show them pity.
> Bring them into the process.
o Aggressive/Hostile Attitude: Defensive; suspicious; blaming, discourteous,
and attacking; over sensitive; and pessimistic
Use assertive approaches.
Be specific.
Do not argue.
Do not accept direct abuse.
Maintain eye contact.
When you are speaking, do not let him/her interrupt.
Refer to group norms decided on by the group.

YVVVYVYYVYYVY

Planning for Change

If you are a participant in or a leader of ineffective meetings, you do have choices.
There are steps you can take to plan for change. If you are a participant and have
meeting management skills, you can utilize them to move the meeting along. If you are
the leader, you can improve your meeting leadership behavior by learning meeting
management skills. You can conduct evaluations through feedback forms, analyze the
results, and implement changes. You can discuss and analyze the meetings openly
with the members and then devise and implement solutions.

The planning guidelines, planning the agenda, planning for problems, and planning for
change are just the basics. They can help you have effective, successful meetings;
however, you are encouraged to take additional training on meeting management and
group development to further develop and enhance your meeting management skills.

Planning for Successful FRG Meetings

Asking and/or surveying FRG membership periodically to identify issues and activities of
interest is important to finding out what needs to be done at FRG meetings (and other
activities). When FRG members are given the opportunity to provide input, then they
will feel more involved and engaged in the FRG. Further, when FRG meetings meet
membership’s needs, FRG members are more likely to view FRG meetings as
worthwhile and thus be more inclined to participate. Both are critical to sustaining the
FRG. Some things to consider:

¢ Identify whether there are any issues of concern that need to be addressed,;

consult with Company leadership as appropriate prior to the meeting to
determine how this issue will be addressed by the Company or FRG.
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e Assess FRG needs (e.g., discuss need for volunteers; brainstorm to get input
from participants on topics or activities of interest to FRG membership).

e |dentify FRG activities to be publicized (e.g., VFRG, newsletter, holiday party).

e Establish the purpose of the meeting.

e Discuss and define the FRG Norms that the group agrees to.

e Develop an agenda

e Determine how long the meeting will be and establish a timeline for the
different segments of the meeting (e.g., welcome, guest speaker,
announcements, concluding remarks).

e Determine what resources will be needed (e.g., interpreters, child care, food,
pens and other supplies, music, equipment, transportation, parking).

e Determine what the “social” component will be (e.g., potluck dinner, award
ceremony, time set aside for people to talk among themselves).

e Select a location.

e Publicize the meeting.

e |dentify what materials will be distributed or need to have on hand (e.g.,
Family readiness information forms, FRG newsletter, sign in sheets,
community resource directory, door prizes if desired).

e Arrange for company or military leadership to speak, if desired or a guest
speaker, if needed.

Proper Procedures for FRG Meetings

Most official meetings are conducted using basic parliamentary procedure and most use
Robert’s Rules of Order or Robert’s Rules of Order Newly Revised as a reference.
These books are usually available at a local library or may be found at local or online
bookstores. You may want to purchase your own copy for handy reference. The
website http://www.robertsrules.org/ has basic information about parliamentary
procedure and terminology. The website http://www.parlipro.org/index.html is another
good resource.

Most of the meetings you will conduct and attend will not be that formal but utilizing
proper procedure provides common rules so that that the group can conduct business in
an orderly, effective way. Following strict parliamentary procedure would be difficult for
a smaller group; however, following the basics of parliamentary procedure can enable
the FRG Leader to hold effective, well-managed meetings.

e The FRG SOP should state that FRG Meetings are conducted using
parliamentary procedure with Robert’s Rules of Order or Robert’s Rules of
Order Newly Revised as the guiding authority.

e FRG Meetings should be publicized. Notify members via email, newsletter,
phone calls, or other methods used by your FRG.

¢ FRG meetings may require a quorum for voting. Refer to the FRG SOP.

e FRG meetings should follow the Sample Agenda outlined earlier in this
chapter.
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The Minutes or proceedings from FRG Meetings are recorded by the
Secretary.

When Agenda items are being discussed, proper parliamentary procedure
should be utilized.

You may need a motion to extend, limit or end debate of hot topics.

Only one motion can be addressed at a time.

To present a motion:

o A member seeks recognition for the floor.

FRG Leader recognizes the member (member obtains the floor).
Member makes a motion (I move that...).

Another member seconds the motion.

FRG Leader states the question.

Debate (amendment and secondary motions).

FRG Leader puts the question to a vote.

FRG Leader announces the result of the vote

When the group is ready to vote on the motion, the FRG Leader should
read (or have Secretary read) the motion and conduct the vote.
Assignment to committee or individuals for implementation may follow.

o If the group chooses, a motion under discussion can be tabled. This
means it is set aside until the group is ready to address it again.

o Motions can be committed or referred to Committee. This means that a
Committee can look at the motion further to develop resolutions to
present to the group.

o The FRG Leader can make a motion, discuss and vote on a motion. In
larger groups, the leader may need to remain impartial; however, the
FRG is a smaller group and the FRG leader is a member of the FRG and
does not need to remain impartial.

The FRG Leader can assume a motion:

o “If there are no further corrections, the minutes stand approved as read
(or as corrected).”

o “If there is no further business, this meeting will now adjourn. [Pause]
Hearing none, this meeting is adjourned.”

O O O O O O O O

Preparing the Minutes

The appointed Secretary (or representative) should take the Minutes of FRG Meetings.
The purpose of the minutes is to provide a record of the proceedings. They are not to
capture exactly what is said by every member, but to record what is done or decided by
the FRG members. The Minutes should show:

Kind of meeting (regular, special)

Name of unit

Date, time and place of the meeting

Attendance of the FRG Leader and Secretary or their substitutes
Attendance roster can be attached
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e Whether the Minutes of the previous meeting were read and approved (or
approved as corrected)
¢ All motions and who made them and their outcome. For example, “A motion

by Jane Doe that the FRG hold a car wash fundraiser to raise money for the
unit homecoming party was adopted.”
e Time of adjournment

The Secretary should sign the Minutes. When the Minutes are approved, the Secretary
should write “Approved” on the Minutes and initial and date. Copies of the Minutes
should be kept in the FRG Continuity books.
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V. Military Etiquette and
Protocol

Nothing is less important than which fork you
use. Etiquette is the science of living. It
embraces everything. Itis ethics. Itis honor.

Emily Post
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What is etiquette and why is it important to me?

Etiquette is defined as “the forms required by good breeding, social conventions, or
prescribed by authority, to be observed in social or official life; the rules of decorum.”
Etiquette means good manners in our daily life. In our cases, it means knowing what
attire to what to what function, how to send invitations, and what to bring for our host
and/or hostess.

Good etiquette also and more importantly means the way you treat people and the
amount of respect you give someone, no matter their rank or standing in life. Treat
people they way you would want to be treated.

What is Military Etiquette?

Military Etiquette is the everyday good manners along with the customs, courtesies, and
traditions of the different services.

What is Protocol?

Protocol is the strict form of etiquette and diplomatic courtesy, customs of service
(system of accepted social patterns and traditions accepted by the military) and
common courtesies (the traits of kindness, friendliness, thoughtfulness and
consideration of others) to create order. They let us know what to expect in a given
situation.

We as military spouses attend a variety of social and uniquely military functions.
Primarily for us it is a combination of military traditions, etiquette and common sense.
This guidance creates a system of accepted social patterns so that we know what to
expect in a given situation. Knowing these general guidelines can help you feel more
comfortable in the many social and military related situations, which you may choose to
attend.

NOTE: When in doubt, usually you take your cue from the next senior spouse.
She/he may not always be right, but at least you will be in good company!

Use the following as outline information not as formal guidelines. Basic good manners
and common courtesies serve you well in all aspects of life. They make people feel at
ease with you, with themselves, and with the situation.

There are many references available concerning military traditions and social customs
for the commander’s spouse who wants to refresh his/her knowledge on this subject.
As a commander’s spouse, you set the tone for the unit and it is helpful to have a clear
working knowledge of military traditions and current social customs. You may be called
upon to make personal decisions that are based on this information. Do your best to
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respond to questions, and do not hesitate to find out what is correct if you are uncertain.
Other spouses may be looking at you as the example!

INVITATIONS

RECEIVING INVITATIONS:

In the course of your military life, you will receive many invitations. Keeping a few main
points in mind will help you avoid misunderstandings and hurt feelings. At times, you
will find that an invitation will conflict with another obligation or interest.

When it comes to deciding which function to attend, your family comes first. Family
Readiness Group meetings, Hail and Farewells, and spouses' coffees are usually held
monthly and probably will be your next priority. These get-togethers are opportunities

for you to get to know other people in the company or battalion. Friendships formed at
these functions will unite you more closely with the other spouses, which is especially

important should the unit deploy.

SENDING AN INVITATION:

Invitations can be formal, informal, or casual. They may be extended by written note,
email, in person, by telephone, or sent through distribution. Only the names of the
people on the invitation are invited.

If your intention is to have a function that does not include children and you are
concerned that those you are inviting may not realize this, it is perfectly acceptable to
say so.

If your invitation has an inner envelope, this is the place you place all the people invited
to attend (all the children’s names are placed here). Only place the adults on the front
envelope.

It is acceptable to note that children are not invited on the invitation; i.e., “Adult
Function.”

Examples may be “Book the babysitter, we're having a BBQ,” or “Sorry, we cannot
accommodate children at this event”

If some guests have not responded to the invitation, it is appropriate to call.

Do be kind though, there may be extenuating circumstances or they may not have
received the invitation.

NOTE: Important Health Note-If you attend the dinner party and you recognize

that you will have an allergic reaction to the type of food being served, be
courteous to the host/hostess and explain. This ensures that the hostess (or
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host) is not embarrassed by the presumption that you do not like her (his)
cooking!

FORMAT FOR AN INVITATION:

For coffee, tea, luncheon, brunch, reception, cocktails, buffet or seated dinner
invitations (invite) should always include:

e Date: Day of the week and date in main body of invitation

e Time: Main body of invitation (informal invite can be written in numeral form,
whereas formal invites need time to be written out)

e Place: Main body of the invitation

e Attire: Bottom right corner of the invitation; (casual, informal, semi-formal,
formal, or specific dress guidelines, such as area/themed- i.e., Backyard BBQ
“‘wear that denim!”)

e RSVP: Bottom left corner of the invitation; (you can use RSVP or Regrets
only)

e Cost: Bottom left corner under the RSVP of the invitation (if there is a cost
associated with the function)

Host/Hostess: Main body of the invitation; (if a husband/wife -- informal: Bob and Carol
Smith, formal: LTC and Mrs. Robert Smith, or if unit: 407" Forward Support Battalion)

Extra notes: Lower right corner (these include no cameras permitted, gift table for the
recipients of the function, etc)

Other Important Information to know about invitations:

e Always send out 10 - 14 days in advance

e Use black ink

e Emphasize to your soldier the importance of timely delivery of invitations if
you send through distribution.

e Avoid initials and abbreviations.

e Exceptions: Mr., Mrs., Dr., or Captain J. Paul Doe (if an initial is used in place
of a first or middle name).

e Use “Mrs.” and then full name of husband, such as Mrs. John Doe for that
signifies that she is married to John Smith; using Mrs. Jane Smith can signify
that her husband has passed away or she is divorced.

e Write full titles, ranks, and names.

o Example: Private First Class, Staff Sergeant, Master Sergeant, etc.

e Dates and hours are spelled out on formal invitations with only the day and
month capitalized.

o Example: Thursday, the eighth of May; “seven-thirty” is correct; “half after
seven” (also correct) is more formal.
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An example of an invitation:

HOST/HOSTESS
OCCASION
DATE/TIME

WHERE

FORMS OF ADDRESS

OFFICIAL INVITATION:

% The military member being invited in an official capacity is listed first:

Major Mary Jane Doe and Colonel John Doe
Or

Major Mary Jane Doe
and Colonel John Doe

% Both military members invited in an official capacity - higher rank first:

Captain John Doe and Lieutenant Jane Doe
Or

Captain John Doe
and Lieutenant Jane Doe
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% Female military member and civilian husband:

Major Mary Jane Doe and Mr. John Doe
Or
Major Mary Jane Doe
and Mr. John Doe

% Military members are both of the same rank:

The Captains John and Jane Doe
Or
Captain Jane Doe
and Captain John Doe

% Two different last names:

Captain John Doe and Jane Deer
Or

Captain John Doe
and Jane Deer

SOCIAL INVITATION:

% Higher rank goes first:

Colonel John Doe and Major Mary Jane Doe
Or

Colonel John Doe
and Major Mary Jane Doe
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X/
°e

If wife is civilian and retained her maiden name:
Ms. Jane Smith and Captain John Doe
Or

Ms. Jane Smith
and Captain John Doe

++ Retired: Place the rank then retired status:

John W. Smith, Colonel (RET)
Divorced from husband: Mrs. Jane Doe
Widow: Mrs. John Doe

Although we are far more casual, it is considered courteous to address a senior officer’s
spouse as “Mr./Mrs. Doe.” If he/she desires that you call him/her by his/her first name,
he/she will tell you. Do not take the liberty until then. If you are asked to use a first
name, it is polite to do so.

RESPONDING TO AN INVITATION

Answer yes or no within 24-48 hours after receiving the invitation.

e The host/hostess needs to know how many people will attend so he/she can
shop accordingly, or add more guests if there is enough room.

**Helpful Hint- It is a good idea to tape the invitation to the phone you use the
most if you cannot RSVP when you open it. You will not forget to RSVP later!
Put the address and phone number as well as the time on your calendar.

e Contact is imperative, whether yes, no, or unsure. If you are unsure, you
will have to ask if your “RSVP deadline” can be extended. If you are having
trouble giving a response within this time frame, call the hostess (or host) to
regret and explain your situation. The hostess (host) will then have the option
to accept your response or extend your deadline.

¢ No excuse need be given for being unable to attend, except as noted above.

e “RSVP” means respond, if you please, and requires a yes or no
response.

e “Regrets only” means call only if you are unable to attend.

“To remind” is usually sent to a guest of honor after a telephonic confirmation of
availability.
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e Only those named on the invitation should attend.

e No children or house guests should attend, nor should you ask if they might
attend, unless specifically invited.

e When you regret because of houseguests, the host or hostess may extend
the invitation to include them. YOU MAY NOT ASK!

**Important Note: Formal invitations may not have “RSVP” or “Regrets Only” on
the invitation. You are expected to attend! Example: New Year’s Day Reception.

**Do not wait for your host/hostess to call you to see if you received an invitation
or to ask if you are coming!

SAYING “THANK YOU”

A thank you can be a mailed note, phone call, or a thank you at the door, depending on
the occasion. An e-mail is also appropriate if you know the host/hostess uses their e-
mail regularly. Regardless of how you do it, a personal thank you is always
appreciated.

**Rule of thumb: “If you eat and/or drink at someone’s home, or at their expense,
say “thank you.”

A small hostess (host) gift is always appreciated when visiting someone’s home.
Homemade cookies or muffins, jellies, a bottle of wine, or flowers are all appropriate. It
sends the message that you appreciate the invitation. Something local to your area is
special to your hostess (host). If you bring wine (make sure your host/hostess does
drink wine and know their preferences), your hostess (host) might want to share your
thoughtfulness. Candy is also another hostess (host) gift that may want to be shared
all...consider this a compliment.

Promptness is important, but it is never too late to thank anyone.

Try to get in the habit of writing a thank you before you go to bed the same night. You
will still be thankful then!

Address thank-you notes to the hostess (host) only.
Sign it from yourself.
e If you are writing as a couple, refer to the other person in the note.
John and | had such a great time.”
or

“John joins me in thanking you.”
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Never sign a note with your spouse’s name, too.
Specifically mention something special about the evening, dinner, gift, etc.

**Your expression of appreciation and promptness are what really matter, not
how well you follow the rules!

ATTIRE
A question often asked by men and women is what to wear to a specific function.
Invitations should have “dress” in the bottom right-hand corner.
Time of day (Stand of Dress) depends on local customs and time of day:
Morning -- skirt/blouse/sweater, simple dress or slacks, open shirt (no tie)
Luncheons -- skirt/blouse, dress, suit or slacks, tie, no jacket

Tea or Reception -- dressier dress or suit, or dress pants, sports coat
Cocktail -- dressier dress or evening suit, or men’s suit

Attire may also by region specific such as “Texas casual” where jeans and cowboy
boots are appropriate or “Golf Causal” where jeans are not appropriate. You may need
to ask others for specific guidance.

Some of the different forms of attire:

e Casual Dress

e Informal Dress

e Semi-formal Dress (Not really a proper category, but indicates distinguished
business suit and dressy dress.)

e Formal Dress

Under the above forms of attire, there are also numerous sub-categories, for example
you could also see dressy casual, festive formal, cocktail formal, and backyard casual
on an invitation. When in doubt, call your host or hostess and ask them what they are
wearing. Always remember it is better to come dressed UP than come dressed DOWN
to an event.

Quick Resource Dress Chart for Spouses

Event Dress
e Coffees Casual or Informal
e Teas Informal/Semiformal
e Luncheons Informal
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e Hails & Farewells Informal

e Receptions Semiformal

e Banquets/Balls/Dining Outs Formal

e Cocktail parties (after 6pm) Semiformal

e Barbeques & other causal Outdoor affairs Casual

e Open houses Semiformal

e Parades & Change-of-command ceremonies Informal

e Graduations Informal/semiformal

e Promotions Informal/semiformal

e Military Funerals Informal/semiformal

e Retirement Ceremonies Informal/semiformal
Casual:

Females Spouses - Khaki slacks and a polo shirt, a blouse and skirt, simple dress/skirt
or nice slacks.

e Simple (or no) jewelry.
e Either low-heeled or flat shoes.

Male Spouses (Sports Attire)-Polo shirt and khaki pants; dress pants, button-up shirt,
and dress shoes. No cutoffs, jeans, tube-tops, tennis shoes, or t-shirts.

Informal:

Before six o’clock:

Females Spouses- Afternoon dress or dress suit (Sunday Best).
Male Spouses- Coat and tie; sport jacket with a tie; or a dark or light business suit.

After six o’clock:

Female Spouses- A very dressy afternoon dress or a cocktail dress (any length) or a
dress suit.

Male Spouses-Dark Business suit; typically white dress shirt with tie.
Semiformal: Usually for evening events and is fancier than informal.

Females Spouses- Evening Suit or Cocktail dress (very dressy dress or dressy suit with
jewelry and heels).

Male Spouses- Dark Business suit.
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Daytime Semiformal event:

Female Spouses- Appropriate short dressy dress or dressy sulit.
Male Spouses- Business suit.
Formal:

Before six o’clock:

Female Spouses-Late afternoon dress (usually dark colored) or cocktail pants suit
Male Spouses- Dark suit, white dress shirt and tie.
NOTE: Long dresses and long skirts are not normally worn before 5 o’clock.

After 6 o’clock: formal dress means Black Tie or White Tie.

Black Tie Optional:

Female Spouses-Short Cocktail dresses, floor length gowns, or dressy evening
separates, or evening suit, a luxury coat if you have one.

Male Spouses- Tuxedo or a dark suit, and tie.
White Tie:
Female Spouse- the dressiest floor-length gown.

Male Spouse- Long black tailcoat and white pique bow tie.

COMING AND GOING AT A FUNCTION

Be on time or slightly late (10 minutes), but NEVER arrive early.

e Come as close to the hour as possible.
e Call ahead if you want to come early and help.
e Wait until the invitation time to ring the doorbell.

***|f you have to be more than 10 minutes late, it is nice to call the host/hostess to
let him/her know. Call earlier in the week/day. The few minutes prior to invitation
time can be hectic for the host/hostess.

Traditionally, at official functions the senior ranking person leaves first. This is not
always necessarily true today; check to find out what is acceptable. If in doubt, wait!
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Do not leave immediately after dinner (wait at least 30 minutes for politeness
sake).

Do not overstay a welcome.

Say 'goodnight’ to senior person and the host/hostess.

When you say you are leaving, leave. Do not linger at the door.

FORMAL DINNER NOTES

On arrival, find your seats on seating chart.

Mingle with the other guests.

Visit with your host/hostess/special guest.

At a formal or Dining Out, you will stand for the posting and retiring of the
colors (bringing in and taking out of the flags).

Stand for the invocation and toasts (with the exception of the toast “to the
ladies” or “to the spouses”).

Female soldiers will remain standing and their spouse will be seated.

**EYI|- The “Colors” (US flag and regimental flag) are carried by color bearers
(NCOs today). The color Guards “protect” the flags. Traditionally, when soldiers
did not have uniforms, the Regimental Colors were the only means of identifying
who was fighting whom.

RECEIVING LINE

A receiving line is an efficient and gracious way to allow the honored guest(s) to meet
all guests personally.

Those in the receiving line include: Honored guest(s), guest speaker, and
host/hostess.

Place cigarettes, drinks, cell phones, and gloves elsewhere while going
through the line.

The woman proceeds (comes before) the man at Army, Navy, Coast Guard,
and Marine functions and succeeds (follows) at the White House and Air
Force functions.

The first person standing next to the receiving line is the Aide/Adjutant--you
DO NOT shake his/her hand because the Adjutant is not part of that receiving
line.

The soldier introduces spouse to the Aide and his/her job is to pass the name
to the first person in the receiving line.

The soldier gives names to the Aide: Example: LT and Mrs. John Doe.
Speak briefly to those in line, and then move on through the line.

You may correct a mispronounced name; speak clearly.
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INTRODUCTIONS

The three basic rules to introductions are:

¢ Woman’s name first: Men are introduced to women by stating the woman’s
name first.

e Older person’s name first. When two people are of the same sex, the
younger adult is introduced to the older adult by stating the older person’s
name first.

e Senior officer’s name first: Junior officers are introduced to senior officers
by stating the senior officer's name first; the same for senior officer’s spouse.

If you are nervous about introducing someone, if you forgot names, politely ask for the
person(s) to repeat their name. This is certainly not a reason to avoid conversation.

Nametags are used for many occasions and are worn on the right side (the side with

which you shake hands. This makes it easy for the person shaking hands to subtly look
at your name.)

TOASTING

Toasting is an age-old custom and is an integral part of military occasions.

e ltis respectful to stand and participate in the toasting.

e Those who abstain from alcohol may drink water or raise the wine glass to
their lips.

e Never drink a toast to yourself; if seated, remain seated.

e All toasting is initiated by the host, except dining-ins.

MILITARY FUNCTIONS/CEREMONIES

These special events can inspire patriotism and pride and are held for many reasons:
changes of command, changes of responsibility, presentation of awards and medals, or
retirement ceremonies. Certain traditions and courtesies should be observed during the
ceremonies.

PARADES and REVIEWS:
FYI- “The ceremonial formation of a body of troops for display of its condition,

numbers, equipment and proficiency” and is held to honor visiting dignitaries,
retiring officers, and recipients of awards.

e Tryto be ontimel!l

e Dress appropriately — usually informal is appropriate and remember that
jeans, shorts, and cut-offs are NOT ACCEPTABLE!
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e Children may attend if well behaved.

e Protocol does not allow dogs, except for service dogs.

e Always stand up six (6) paces before and after the flag passes, even if not
announced.

e Take your cue from the senior spouses present; they will be in the first row of
seating.

FYI- “Adjutant’s Call” (the call which assembles all units under their common
commander) has sounded over review fields and opened parades for over 200
years and on the formal invitation to a review, the Adjutant’s call specifies the
time you should be in your seat.

MILITARY MEMORIALS:

FYI- This is unit dependent. Each installation and their command will decide
whether or not to have memorials for their fallen heroes. You will be informed by
your Battalion Commander’s Spouse how the command has chosen to honor the
fallen.

If the command allows memorials, it will also decide when and where. These are
usually held at the main post chapel. In front of the pews, the chaplains will have set up
an alter of photos of the fallen placed beside their own battlefield cross. The battlefield
cross is made up of the soldier’s pair of boots, their rifle with dog tags hanging and their
Kevlar helmet placed atop the rifle.

e Tryto be on time, earlier if possible.

e Sit on the opposite side of the gold star families; unless you have been
specifically asked to sit with them.

e Maintain your own composure (try counting stained glass panes or pews) during
the service.

e Stand for the 21 gun salute.

e After the service, it is customary that the highest ranking officer in the division to
go the alter of photos to render honors with a salute and usually a division coin
will be laid front of each battlefield cross.

e If your Battalion Commander’s Spouse honors the fallen at the front of the
chapel, you follow her or his lead.

e Dress attire is informal.

This is an extremely tough service, especially your first memorial and more so if the
soldier was under your spouse’s command or you are friends with the widow. Expect to
hear all sorts of emotions during the memorial such as crying, wailing, and sobbing, and
most often children telling their parent left behind that “there is my daddy’s picture.”
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PROMOTION AND AWARD CEREMONIES

As the presiding officer enters the room and is announced, everyone present should
stand.

e When “Attention to Orders” is announced, soldiers rise to attention; civilians
can remain seated but out of courtesy should stand as well (at formal
ceremonies, such as changes of command, the direction “Attention to Orders”
is usually omitted therefore all remain seated).

e Areceiving line, and sometimes a reception, will follow.

**EYI- For a promotion ceremony, it is customary for the spouse to participate by

pinning the new rank insignia on one shoulder (normally the left) while the
presiding officer pins on the right.

CHANGE OF COMMAND OR RESPONSIBILITY CEREMONIES

The Change of Command is a ceremony in which a new commander assumes the
authority and responsibility from the outgoing commander.

e A Change of Responsibility is a relatively new addition in which the senior
Non- Commissioned Officer (NCO) changes responsibility from the old to the
new.

e You are welcome to attend a change of command ceremony without a
specific invitation. However, be aware that attending the reception may require
an invitation. If you are unsure, check with your battalion commander's spouse
or representative.

e This is an official function with a reception following.

e Personal invitation — RSVP as soon as possible for reserved seats.

e Children may attend if well behaved. The unit/host generally does not invite
children to receptions.

**EYI- The Change of Command Ceremony and Review are steeped in tradition.
After the formation of Troops, the Adjutant commands “Sound off” and the band
then troops the line. The custom had its beginning during the crusades, when
troops offering to serve in the Holy Land stepped forward from the ranks. The
musicians marched around these ranks of volunteers, thus setting them apart in
a place of honor. The US Army began this tradition of the band playing for troops
during the Civil War as a means of entertainment.

The Commanding officer of troops for the day calls the troops to attention, just as
in Revolutionary War times. In George Washington’s Army, the units were
arranged geographically-- the southernmost states to the right of the line,
progressing northward to the left.

-40 -



Sometimes the officers will march forward across the field to the commanding
officer and then return to their units. This too, had a purpose 125 years ago. As
troops were being dismissed, unit commanders marched to their commanding
officer for special or secret orders.

When The Music Plays:
It is customary to stand for the “National Anthem”.

e Outside, place your hand on your heart.

e Inside, you can either place your heart over or your heart, have your hands at
your sides, or behind your back.

e Also stand for the anthems of other countries represented.

e Stand for:

o “Ruffles & Flourishes” (when General is present, the band plays it once for
each star he/she has);

e To the Colors” (National Anthem), and “Colors Pass in Review.”

o Don'’t forget that you will need to stand when the colors are six paces to
your right, in front of you and for the six paces to your left, then you may
sit as the colors pass in review.

e Stand when the unit plays the Division, and/or Army song. You can usually
find the words to both in the program. The first verse and the refrain are
listed below.

*EYI- You will often hear the playing of “The Army Song”, a tradition added fairly

recently. It is derived from the Field Artillery song “The Caissons Go Rolling
Along” written during World War I by two Field Artillery soldiers.
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THE ARMY SONG, 1956

First Chorus:

First to fight for the right,

And to build the Nation’s might,
And the Army Goes Rolling Along.
Proud of all we have done,
Fighting till the battle’s won,

And the Army Goes Rolling Along.

Refrain:

Then it’s hi! Hi! Hey!

The Army’s on it way.

Count off the cadence loud and strong;
For where’er we go,

You will always know

That the Army Goes Rolling Along.

RETIREMENT CEREMONIES

These ceremonies may be held with or without an accompanying parade or review.

e You are to rise when the presiding officer enters and is announced.

e As with promotions and awards, if “Attention to Orders” (the reading of the
retirement orders) is announced, soldiers will rise. Out of courtesy, civilians
should as well.

e For all other portions, remain seated.

e There may be a reception afterwards. If not, it is customary for the audience
to line up to walk by the retiree and spouse to shake hands and offer a few
words.

REVEILLE AND RETREAT (Bugle Calls)

FYI- The bugle called retreat was first used by the French army and is said to
go back to the time of the Crusades. “Retraite”(we now call that’retreat”)
signified the closing in of night and signaled the sentries to start challenging
to maintain their security watch until reveille the next morning.

Monday thru Friday-

e 6:00am or 6:30am is “Reveille.” This call marks the raising of the flag and the
beginning of the workday.

e 8:00am is “Work Call”. This call marks the start of the work day.

e 1:00pmis “Work Call.” This call marks the return to work after lunch.

e 4:30 pmis “Recall.”
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e 5:00 pmis “Retreat” and “’To the Colors.” This call signifies the lowering of
the flag and the official end of the workday.

e 9:00 pmis “Tattoo.” This call means quiet or lights out.

e 11:00pm is “Taps.” This call means lights out.

1) If you outside, stand quietly at attention facing the flag or music with hand over
heart.

2) If you are in car, stop, get out, and stand as above. If there are children, remain in
the car.

3) On Navy and Air Force bases you are only required to stop the car and remain
seated.

NOTE: Children should also stop playing and observe the custom of the
ceremony.

Saturday-

12:00pm is “Mess Call.”

5:00pm is “Retreat” and “To the Colors”
9:00 pm is “Tattoo”

11:00pm is “Taps”

Sunday-
e 9:00am is “Church Call’
e 10:45am is “Church Call’
e 5:00 pm is “Retreat” and “To the Colors”
e 11:00pm is “Taps”

OTHER COURTESIES

When entering or leaving an installation with a guarded gate at night, dim your
headlights 50 feet before the gate so you will not temporarily blind the gate guard.

You should always address senior officers and their spouses as “LTC Smith” or “Mrs.
Smith” until they ask you to do otherwise.

No children, unless specified.
e Do not ask if you may bring your children!
e If you cannot leave your child/children then you send your regrets!

Normally smoking is inappropriate indoors, unless the host/hostess offers to allow it.

**EYI|- At very formal social functions, it is common to see Army officers in their
“mess” dress- the most formal officer’s uniform. If you are attending a function
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with soldiers from different branches of service, you may notice that the color of
the lapel varies. Each branch has its own “color”-

Armor/Cavalry

Air Defense

Aviation

Engineers

Field Artillery

Infantry

Military Intelligence
Special Forces
Chemical

Military Police

Signal

Adjutant General Corps
Medical/Dental/Veterinary/Nurses
Medical Services Corp
Chaplain

Finance

Judge Advocate General
Ordinance
Quartermaster
Transportation

*Second color is piping

Yellow

Scarlet

Ultramarine Blue/Golden Orange
Engineer Red/White
Scarlet

Light Blue

Blue

Forest Green

Cobalt Blue/Golden Yellow
Green/White
Orange/White

Dark Blue/Scarlet
Maroon/White

Maroon

Black

Silver Gray/Golden Yellow
Dark Blue/White
Crimson/Yellow

Buff

Brick Red/Golden Yellow

**** Please note: At the time of the printing of the handbook, the Army has made
the decision to change the green Army service uniform to the Army blue uniform.
Soldiers will not be required to have the new uniform until fall 2011.

ROSTERS

There are numerous rosters within a unit. Each serves the same purpose: to contact
people and pass information. However, each roster will have different information and
different people depending on the type of roster. The most common kinds of rosters

within a unit are the Alert Roster, the Social Roster, the FRG Chain of Concern, the Unit
Coffee Roster, and more frequently the Care Team Roster. Each one of these rosters

plays a crucial role within the unit.

The Alert Roster lists the phone numbers of the military chain of command within the
unit. There will be an alert roster at Company level as well as Battalion level. This
roster lists the Service Members in order and rank. This roster is passed out to all

Soldiers’ within the unit.

The Social Roster lists phone numbers and addresses of all senior personnel (usually
officer and NCO specific) within the Battalion. This roster is created by the S-1 and
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given to all on the roster. This roster includes the Soldier's name; the spouse’s name;
birth month/birth day; address; phone numbers; and arrival date to the unit; and the
company that are assigned.

The FRG Chain of Concern lists the phone numbers, emails, and addresses of all the
volunteers with the unit's FRG. This list is used for contact and dissemination of
information. The FRG Phone Tree is made from this master list. This roster is given to
all active members of the FRG.

The Coffee Roster lists all the members of the Coffee group and includes phone
numbers, addresses, emails, birthdays, and anniversaries. Only the members of the
coffee group receive this roster.

The Care Team Roster is the list of volunteers that are utilized in the time of a casualty

within the unit. Usually the Battalion Rear Detachment and the Battalion FRG
Leader/Advisor will hold this roster.

SERVICE BANNERS

Blue Star Service Banners: Sometimes called Blue Star Flags have long been a part
of our wartime history. They have been hung in the family's windows of service men
and women since World War I. These banners first became a way for households to
indicate they have family members in the service in 1917. At that time, World War |
Army Capt. Robert L. Queissner designed this symbol in honor of his two sons who
were serving on the front line. It quickly became traditional for a gold star to represent a
soldier who had died serving his country. Theodore Roosevelt's family had a banner
with a gold star in honor of their son who was shot down over France in 1918. This
tradition was most common during WWI and WWII though it has been carried out by
some in more recent wars. The stars are placed on a white background with a red
border. If a family has more than one person in the armed service, the stars are put one
below the next on the banner.

Silver Star Banners: The Silver Star Flag and Banner are symbols of remembrance
and honor for those wounded or incurring illnesses during combat while honorably
serving in the United States Armed Forces. It may be displayed or flown at anytime, not
just wartime, and by families as well as the wounded and ill service members. The
Silver Star Service Flag may be flown by anyone in remembrance of our wounded, ill
and dying during peace or wartime. This banner was added after the Iraq conflict.

Gold Star Banner: It quickly became traditional for a gold star to represent a soldier
who had died serving his country. Theodore Roosevelt's family had a banner with a
gold star in honor of their son who was shot down over France in 1918. When a soldier
dies in action, the blue star is replaced with a gold star. Another method is to put a
smaller gold star on top of the blue star so the blue still surrounds the gold.
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These banners are usually hung inside a window; however there are full service star
banner flags now available. If you decide to hang a full flag with a service star, it should
be hung on the right side of your home. Therefore, as you look at your home, you
would then see your service star flag on the right side and your American Flag hung on
the left side of your home.

BEING SOCIAL

The social aspect of the military is a vital part of our lifestyle. Because many of us are
far from home and family, our military friends oftentimes fill that void. Social gatherings
in the military are also used to celebrate successes, bond as a team, boost morale,
celebrate fallen heroes, and foster esprit de corps, as well as to get to know others in
the unit that share your situation or circumstance. Below are some of the social
functions you may be invited to attend.

A note from the past... “Formal Calls” (AR 605-125) “Failure to pay the civilities
customary in official and polite society is to the prejudice of the best interests of
the service.” The idea of the formal call to the active duty member’s senior
officer and “his wife” was to speed your adjustment to a new duty station. This
20-minute visit would help you get “oriented.” Don’t forget to wear your white
gloves and bring your calling card (preferably embossed). You’ll need only one
because you are calling only on the spouse but the active duty member will need
one for each adult in the home-- but no more than three. If your active duty
member is leaving just one card for the entire family remember to turn down the
top right hand corner of the calling card. See, now the social functions listed
below don’t seem so tough!!

Social Functions:

e Brunch: This function is usually held around 11:00 a.m. and is a combination
of breakfast and lunch. A simple dress, skirt and blouse, or nice pants outfit
is appropriate.

e Buffets: A buffet supper is a dinner party served buffet style. Itis a
convenient way to serve guests, especially a number of guests in a limited
space.

o At a buffet supper, the plates, silverware, napkins, and platters of food are
arranged on the dining room table or buffet table, and guests serve
themselves.

o Guests then find a comfortable place to sit down. This kind of entertaining
can range from fancy to barbecue style.

o Remember to wait for instructions from your host/hostess before going
through the buffet line.

o The senior person present or the guest of honor is usually asked by the
hostess (host) to start the line.
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Many times, you will be invited to someone's home for "heavy hors d'oeuvres” which is
very similar to the buffet dinner. At these functions, a variety of hors d'oeuvres will be
served from dips, to meats on small rolls, to desserts. Again, dress should be indicated
on your invitation and could range from casual to informal. Check your invitation for the
required dress.

Cocktail Parties :

Cocktails are usually served from 5:00 p.m. or 6:00 p.m. until 7:00 p.m. or 8:00 p.m.,
usually lasting about two hours. Hors d'oeuvres or appetizers are served. The dress
code is normally dressy dress for women and coat and tie for men unless special dress
is requested on invitation (Texas casual, Aloha, Beach).

Coffees:

Coffees are usually at the Battalion level and are typically held monthly to provide an
opportunity to greet new arrivals, to farewell those who are leaving, to become
acquainted with other spouses in the unit, and for general unit, installation and
community information.

It is important to note that, although some general information may be
disseminated at a coffee, the primary function is a social one. The information
source for families in a unit is the Family Readiness Group).

Traditionally, coffees have been limited to officers’ spouses’ but some units now have
“all ranks” coffees. The purpose is still the same but because of size or preference of
the group; spouses of all soldiers in the unit are included. There can be other
configurations, sometimes the coffee group is comprised of officer and NCO spouses
and the CSM’s spouse is encouraged to organize the junior enlisted spouses.

The Battalion Commander’s spouse/representative will probably pass around a sign-up
sheet for volunteers to host monthly coffees. Many times spouses in the group will sign
up together for a particular month (See “Entertaining” section later in this chapter for
guidelines on hosting a coffee). Refreshments, plain or fancy depending on the
host/hostess, are typically served. Try to attend as this is a terrific opportunity to meet
unit spouses in a casual atmosphere.

Dependent upon the unit, company level coffees, may also be the norm. Typically, all
spouses in the unit are invited regardless of the soldier’s rank. It is helpful when the,
Company Commander’s and 1SG’s spouses/reps work together as a team for the
company coffee. Again, this is primarily a social outlet and not to replace the Family
Readiness Group. Dress is also casual unless otherwise noted.

**EY|-The “coffee” is steeped in tradition and dates back to the establishment of
the first military posts when wives of the frontier army, who endured many
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hardships, would get together for camaraderie and social discourse. The coffee
has evolved in purpose and function as well as participants. After World War Il
coffees consisted of primarily officers’ wives, in part, because there were few
enlisted soldiers married, but also to allow for a social outlet with wives in similar
circumstances.

Dining In:

As the most formal of events, a Dining In allows officers and NCOs of a unit to celebrate
unit successes and to enjoy its traditions and heritage. It is strictly an Officer/NCO
function. Spouses are not invited.

**EYI-The Dining In is derived from the old Viking tradition celebrating battles and
feats of heroism, by a formal ceremony. This spread to England and became a
time-honored tradition. During World War Il with the proximity of U.S. and British
troops, American officers were exposed to the Dining In and took it on as their
own “function of unity”.

Dining Out :

When spouses are invited to a Dining In, it becomes a Dining Out. This gives the
spouses an opportunity to see all the "pomp and circumstance" that goes with the
tradition. The spouses dress in formal gowns or tuxedos.

**EYI- There are many unique traditions in the Dining In/Out. Mister/Madam Vice
(a member of the unit) is responsible for the evening. Throughout the evening,
various members of the unit may request permission from the Vice, to address
the Mess (often to report some humorous “infraction of the rules” by another
member of the unit, for which a small fine is levied). Try to avoid the restroom
during dinner. Members of the unit are not allowed to leave without the Vice’s
permission. Your departure might be noticed and, in fun, noted as an infraction
of the rules. This is all in the spirit of fun.

Formal Balls

Balls are usually held to celebrate special military occasions or a holiday.
Proper dress is a formal gown or tuxedo.

Luncheons:

They may be for officers’ spouses only, officers’, and civilians’ spouses or an all ranks
spouses’ club. Most Spouses’ Clubs have a luncheon or similar activity each month.
There may be a social hour before and a program during and after the luncheon.
Reservations are usually necessary. Membership in the organization is required;
however, many clubs allow you to attend your first luncheon before you have to join. A
nice dress or pants suit is appropriate.
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Open House:

This literally means the home is open to guests between set hours. Guests are free to
arrive and depart between those hours.
Check the invitation for dress.

Progressive Dinner:

This function comprises sharing the responsibility of hosting a dinner. Everyone starts
at one house. One couple hosts the hors d’oeuvre portion at their home; everyone then
walks as a group to the next house for soup and salad, then the next home for the main
course and so on. (This can also be done as a Potluck Progressive dinner- people
bring their donation to the appropriate house before arriving at the first house.)

Check the invitation for dress.

Promotion Party:

A time-honored tradition is the promotion party that is given by an officer or NCO or a
group of people with similar dates of rank, shortly after being promoted. It does not
have to be a fancy affair, but it provides a chance to invite friends and their spouses to
share the good fortune.

**EYI-You may also hear it termed a “Wetting down” This is a Navy/Coast Guard
term based on the tradition of pouring salt water over new stripes on the uniform
to make them match the old tarnished ones.

Receptions:

A reception is usually held in honor of a special guest or guests, or after a change of
command. There may or may not be a receiving line. Guests should mingle and visit
with other guests. Before departing, be sure to thank the hostess and host and bid
good-bye to the guest of honor.

New Year’s Day Reception:

The long standing Army tradition of a commander-hosted New Years Reception for unit
officers and their spouses, once a mandatory event in formal attire, has changed over
the years.

Depending on the Commander and his/her spouse (Command Team) there may or may
not be a New Years reception. Many commanders choose to have their reception on a
day other than New Year’s Day to allow people to travel, watch football, or spend time
with family members. The location can vary from the commander’s home to the Club or
Community Center. Particularly, if held in their home, there may be a staggered arrival
and departure time. Don’t be late and don’t stay past your allotted departure time.

-49 -



Dress may be more formal with officers (and possibly senior noncommissioned officers)
attending in dress blues and spouses in Sunday best or more casual with an “open
house” format and corresponding dress.

Check the invitation for appropriate attire.

**EYI-Like the Unit Hail and Farewell, receptions now serve as the equivalent of all
holiday calls given and received. It was the custom for officers or NCOs new to a
post to pay a social call to their superior on holidays. Depending on the formality
of the Reception, there may be a receiving line. This is the official “Calls made
and received” portion of the event.

Change of Command Receptions:
This function is held directly after the Change of Command.

The incoming Command Team hosts a reception as an opportunity to meet and greet
members of the unit and their spouses. You are welcome to attend a change of
command ceremony without a specific invitation. However, be aware that attending the
reception may require an invitation. If you are unsure, check with your battalion
commander's spouse or representative.

This is an official function with a reception following. If all in attendance are invited to
the reception, there is usually an announcement made at the end of the Change of
Command ceremony. There is usually a receiving line and light food in accordance with
the time of day. (In the morning, there may be juice, coffee and breakfast type items
such as sausage and biscuits, croissants, etc.).

Seated Dinners:
These dinners may range from the very casual family-style to the very formal with place
cards and many courses. Coffee may be served with dessert at the table or later in

another room (living room). Check your invitation for dress.

**Eor any "dinner" invitation, it is important to arrive at the specified time on the
invitation... NEVER EARLY!

Spouse Welcomes and Farewells:

Spouses of senior military personnel in the higher unit command are traditionally
welcomed and farewelled separately from the Unit Hail and Farewell. This may be done
as a “Welcome Coffee” or a more formal “Welcome Tea.” You will find that this will
probably be dependent on “how it's been done in the past” within that unit.

The reason a Tea or Coffee is recommended as a Welcome is to allow the Guest of
Honor to circulate.
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A farewell function need not always be a Tea of Coffee. It could be a Brunch,
Luncheon, or Dinner based on the preference of the Guest of Honor. Coffee, tea,
punch and nibbles are served. There will probably still be a receiving line and guest
book to sign and dress would still be informal or semi-formal (not really a category but it
indicates business suit or dressy dress).

Teas:

A tea is usually held in the afternoon and is the most formal of daytime functions. Itis
traditionally given in honor of a person such as a departing or incoming commander's or
senior NCO's spouse.

Coffee, tea, punch, cookies, and/or finger sandwiches are served. Formal teas require
the use of china, silver and linen. Expect to go through a receiving line and to sign a
guest book when you first arrive. If you are asked to “pour” at a Tea, this is considered
an honor. You would most likely be asked in advance and be given guidance on the
“pouring protocol’.

Wear a nice (Sunday) dress or a dressy suit.

**EY|-Beverages at a Tea are “ranked’- coffee, tea and punch in order of
importance. You may hear that the reason for this ranking order harkens back to
the tea taxes levied by the British prior to the Revolutionary War- a great tale but
not true. When this tradition was established, coffee was the most popular drink;
more guests would approach the person pouring coffee than those serving tea
and punch thus the honored or most senior guest would have the opportunity to
visit with more guests while pouring the coffee.

Unit Hail & Farewells (unit parties):
Like the “Dining-In,” this is a function of unity.

These get-togethers build unit spirit and camaraderie, and are successful only if
everyone supports them and participates in them. Unit members and guests share the
cost and planning of these get-togethers. They range from dinners at local restaurants,
to picnics and barbecues, to treasure hunts.

This is a time to welcome incoming members and farewell members who are leaving
the unit. Try not sitting down as soon as you arrive; if possible, moving around the room
and mingling with all that are in attendance is the best approach to meet people. Itis a
wonderful opportunity to get to know others in the unit.

**EY|-The Hail and Farewell is a modern equivalent of “All Calls Made and
Received.” Before World War Il, when the Army was smaller, the custom was for a
new officer or NCO and his wife to pay a social call to the home of the superior
officer. The Superior and his spouse then later would return the call.
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**Unless specifically noted, children are not included in the above functions. If
children are included, it will be specified on the invitation. Otherwise, do not
bring them.

ENTERTAINING:

We have looked at social functions you may be invited to attend. You may, in turn, wish
to host one as well. Entertaining can help foster friendships and feelings of family and
is done for a variety of reasons including celebrating a success, boosting morale during
low points, saying hello and goodbye, building friendships and camaraderie, and most
of all, for sharing and having fun. The most important thing to keep in mind about
entertaining is to be yourself. Entertain in a way that reflects your own personality,
lifestyle, and budget. Entertaining does not have to be about crystal and china!

Those you entertain may be a mix of your spouse’s military colleagues and their
spouses, along with friends, civilian guests and your own colleagues.

As the company commander’s spouse, you may want to include the following people
when entertaining:

The First Sergeant and spouse

Company officers, NCOs and spouses
Battalion Commander and spouse

Other company commanders in the battalion
Anyone who entertains you (to reciprocate)
Spouses in the company

Friends and neighbors

Some helpful hints and practical ideas to keep in mind when entertaining are:

e Keep it simple.

Use what you have on hand and are comfortable with china, stoneware,

paper.

Keep your budget in mind; potlucks are fine.

Keep appetizers simple. It is not necessary to have a lot of them.

Serve dinner approximately an hour after the guests arrive.

Use lap trays if you do not have enough room at the table.

When using trays, serve everything on one plate; have utensils and napkins

already on the trays.

e Borrow things you need (dishes, trays) from friends and neighbors or rent
them from the Spouses’ Club.

e Try not to spend all your time in the kitchen; plan menus that allow you the
freedom to be with your guests (salad, casserole, bread, and dessert).

e Stay relaxed and your guests will, too.
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e Save the dishes for later (or have the guys do them!)
e Keepitsimple! Keep it simple! Keep it simple!

Listed below are some ideas for entertaining (spouses only and couples functions):

e Seated dinners, buffets, picnics, cook outs, Luau, Pig Pickin.

e Heavy appetizers or desserts only.

e |ce Cream Social: Icebreaker could be to make a banana split: peel a
banana with your feet, carry whipped cream on your foot, carry peanuts
between knees, pluck a cherry from ice water and place on top of creation.
Everyone brings their favorite topping. OR! Purchase a 10-foot gutter from a
hardware store - build the world’s largest sundae! Give spoons and bowls for
guests to scoop their servings.

e Brunch, luncheons.

e Potlucks Anything.

e Theme Potluck: Oriental, Mexican, Western, Italian. (Invitation could be
written on folded origami, or shaped like a taco with each condiment (lettuce,
tomato, etc.) having a different piece of information (time, date, etc.).

e Men’s Potluck: Men do the cooking, women do the judging!

e "Guests Cook the Meal" Party (Preparation beforehand is necessary!).

e Game nights (Cards, Bunco, Bingo, Board games, Charades). Everyone
brings his or her favorite game. Have card tables set up in different rooms.
Invitations can include a pair of die (dice!), or be a card from a game (check
the Thrift Shop for old games) with the information written on it. (Games
could include Cards, Bunko, Bingo, Board games, charades).

e Theme parties for holidays (Easter Egg Hunt, St. Patrick's Day, Halloween,
and Christmas Caroling)

e Turkey Eve (Wed before Thanksgiving): Have a turkey shoot (darts with
suction) - have a sheet of Plexiglas in front of a paper turkey. Have
consequences (for the other team) associated with turkey parts, such as
gobbling like a turkey if you hit it in the neck, flapping and squawking for the
wing, etc. Also, decorate one team member as a turkey - have rolls of brown
paper, scissors, crayons, glue, and a stapler.

e Luck of the Irish: Send invite tucked into a foil-wrapped potato. Serve lots of
‘green’.

e Halloween Party: Have a pumpkin-carving contest; dress to resemble a
famous person.

e New Year’s Party: Write invitation on a blower. Invitee must blow the blower
to see the invitation!

e Other theme parties: Beach Party, Decade (50's, 60;s, 70;s, 80;s, 90;s) Party,
Wedding party, Blue Jean Brunch, Casino Night, Mafia Night TV Show
charavter party. Crazy Hat Party: (Can be combined with favorite T-shirt or
Sweatshirt Party). Have extra party hats labeled with “Party Pooper” for those
who don’t participate. (Consider having fake poop in a baggie attached to the
hat!)
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e Beach Party: Attach invites to leis (plastic from a party store).

e Shipwreck Party: Wear what you would have on if you were marooned
somewhere. Food could include hot dogs roasted on a stick, toasted
marshmallows, pineapple chunks, etc.

e Mash Party: Dress as your favorite character. Set up a tent outside the front
door that everyone has to walk through with cots, a still, etc. Invitation could
look like a dog tag OR an official order (See sample). Play a game; prize is
dinner for two and a movie (2 MREs and a training video!)

e Craft nights or a "Bring an Unfinished Craft to Work On" Party

e BYOT Party ("Bring Your Own Topping" to share--for baked potatoes, pizza,
ice cream sundaes)

e "Come as You Were When Invited" Party/"Come as You Were for Your Prom
Night" Party

e Scavenger Hunt, Murder Mystery Party, Treasure Hunt with Clues

e Toga Party!

White Elephant Sale, Brown Bag Auction, Surprise Brown Bag Lunches in the

unit area

Chili Cook Off

Spouses' Dining In

Country & Western Dances

Video and popcorn night

Wine tasting

Sports (co-ed)

Super Bowl Party: Build your own sub! (*Everyone can bring a lunch meat, if

desired). Purchase a cake pan in the shape of a football helmet. Soak un-

flavored gelatin (Knox gelatin) packet in 1/4 cup cold water for 10 minutes.

Add to coleslaw or potato salad and place in helmet mold. It will “gel” into

shape in about 2 hours. Mix 1 pkg. Italian dressing (dry mix) with one block of

cream cheese and 2 TBS. milk. Use food coloring to match the super bowl
team’s colors. Spread on sandwich bread; cut into triangles to resemble
pennants. Use thinned cream cheese in a pastry tube to write the teams’
names on the ‘pennants’. Invitations can be made out of construction paper
to resemble footballs, or pennants, etc. Invitation can have streamers of
color-coordinated crepe paper attached.

e Mini Olympics: Have a torch, everyone gets ‘medals’ (candy coins on ribbon)

have crazy events, i.e. balloon toss, egg toss, etc.

Talent Shows

Sadie Hawkins

Washers/Hill Billy Golf

Wear Your Favorite Song: Guests dress as their favorite song! Have a

contest to guess the guest’!

Other good sources for entertaining ideas can be found on line, at your local library or
book store. The possibilities are endless! It is up to you--let your imagination run wild
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or be very traditional. People invited to your home will appreciate the effort you make,
and who knows, you may get an invitation in return!

PARTY PLANNING CHECKLIST

Prepare the guest list.

Purpose of the function (families in the unit, neighbors, etc...).

Consider how your guests will get along and enjoy one another’s company.
Set a budget-- a successful party has little to do with what you serve. It's the
simple act of getting together and having fun.

Select a time, date and location *(see note at bottom of party planning
regarding off sight entertaining).

Invitations:

Include who, what, when, where, why.
Decide how they will be distributed (mail, email) or phone call.
If you use written invitations include an RSVP or “Regrets Only” to track the

number attending (this will help with food preparation). Keep the list somewhere
handy, like by the phone

Are children included?
Attire.
Send invitations 2-3 weeks in advance.

Menu/Format:

Dinner (potluck, BBQ...) vs. Cocktails vs. Desserts.

Type of food and ease of preparation (try and plan something that permits as
much pre-party preparation as possible).

Types of drinks, full bar, wine, beer and sodas, BYOB, no alcohol .

Plates, cups, cutlery, linens.

Prepare more food than you need. It’s better to have too much than too little.

Plan and prepare physical layout:

Method of service (buffet style for instance), traffic pattern, size of dining
table.

If outdoors, inclement weather plan.

Seating space, do we need extra chairs.

Other things to think about:

Nametags?
Will there be entertainment? A program? Music?
Theme.
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e Decorations.
e Make extra room for coats.
e See that the bathroom has fresh soap, towels and toilet paper!

Last minute details:

e Be dressed one hour early.

Take food from the refrigerator that needs time to come to room temperature.
Turn on porch light (if evening) and appropriate house lighting.

Turn on music.

Place your guest book out, if you plan to use it.

Remember your party manners...

o Both you and your spouse should try to greet at the door.

o Introduce newcomers to those already there, or to a small group.

o Talk to each of your guests sometime during the evening.

**See guests to the door when they indicate they must leave. Don’t close the
door right away, but remain at the open door until they have walked or driven
away.

Entertaining outside the home:

Entertaining somewhere other than your home, a restaurant for instance, is a great way
to treat your guests to an enjoyable meal and a few hours relaxation without having to
do the work yourself. It will probably cost more but is a less stressful alternative.

Plan in advance:

e Call for reservations.

e Find out the layout so you can specifically request a certain area, room or
table

e You can plan a set menu in advance, if you choose. This allows more control
over the final bill!

e Create personal touches with small favors, centerpieces or place cards.

e |f somewhere other than home, call to coordinate time, date and cost and
reserve.

HOSTING A COFFEE

This is a time held tradition usually held for officer's spouses; however, today many
units are also including senior non-commissioned spouses as well to form a more
cohesive team. These can be held at Battalion or Company level. This is a function of
unity.

If you are a coffee host/hostess, keep these points in mind when planning:
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e Make sure you have up-to-date contact information for all spouses included in
the coffee. It has become increasingly common to email invitations but check
with the Battalion commander’s spouse/rep to see how they are usually sent
(mail, unit distribution etc).

e Check with the battalion commander’s spouse/rep before sending out invitations.
Make sure your date and time coordinates with her calendar.

e Consult with him/her on the agenda. Find out the order of the evening; when to
conduct any business, have the program, and have refreshments.

e You may want to ask if there are any other people you should invite. It may be
the norm to include the CSM'’s spouse, female officers, brigade commander’s
spouse, or non-commissioned officers’ (NCO) spouses.

e Find out if it is your responsibility to provide a door prize. This tradition will vary
for each group.

e Invitations, flyers or email should be sent out about two weeks in advance.

e Remember to include either an “RSVP” or “regrets only” date. It is perfectly all
right to contact those who have not responded by your set date. You could say,
“l just wanted to make sure you received your invitation.” They may not have
received the invitation or it simply slipped their mind.

e Coffees can be as simple or as fancy as you choose to make them. Most of the
time desserts or nibbles and cold beverages are fine. Although called “coffees”
many don’t drink it in the evening. It is fine to have a pot on hand (decaffeinated
is probably preferable during the evening hours).

e You can host a coffee in your home or off site at a local restaurant, spa,
bookstore etc...

Suggestions for coffees:

Tacky party-dress, serve tacky food, give a prize for the tackiest.
Baby picture guessing contest.

Wedding picture/album show (June)

Recipe tasting

Speaker on selected topics

Couples Coffees

Bowling, skating

Local health spa (complimentary visit)

Pajama Coffee

Learn-a-craft time, share-a-craft

Gift exchange (or ornament, cookies, or recipes) Be sure to have an extra so
no one is empty handed.

Specific examples of some time and true tested coffees-
Back to School Coffee: Usually held in September. Invitations are made out of

construction paper made to resemble chalkboards. Write on the black paper with a
white correcting pen. The meal served is sub sandwiches, a boxed drink, an apple, a
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bag of chips, and a Twinkie or homemade cookies. The ‘lunch’ is presented in brown
lunch bags. Contact your local school or mess hall to borrow plastic trays to on which to
eat. Word searches, crossword puzzles, etc. are good ice breakers. Divide guests into
teams; each team must sing a school song, recite a ‘piece’ (such as the Gettysburg
Address or a poem), and create a school banner (provide paper, scissors, and glue).
Prizes are awarded to the best team (gold stars).

Chocolate Night: Speaks for itself! Send invitation on candy bar wrapper
Auctions:

e Chinese Auction: Everyone brings a white elephant (or pick your theme) placed
in a brown grocery bag. BRING NICKELS! Have a small lunch bag for each
white elephant. The lunch bag is placed on the floor; people toss nickels at the
bag until the timer goes off. Last person to get a nickel in the bag wins the white
elephant item!

e White Elephant Auction: Similar to above. One person is designated
‘auctioneer’. They are the only one to touch the bag containing the item. The
auctioneer starts the bidding, encouraging people to raise their bids. Highest
bidder wins. (*This can help replenish a coffee fund!)

When entertaining, remember to have fun and once again, be yourself! Each family has
a style that is comfortable for them. Don’t be concerned that the “BBQ in the backyard”
will fall short. Your guests will be happy for the chance to get to know you better and
have a good time. Successful entertaining begins with the willingness to extend
hospitality and to open your home to others. The expression "practice makes perfect” is
truly relevant; the more you do it, the easier it becomes.

A NOTE ON RECIPROCITY

Responsibility versus Obligation: Obligation is a duty- something you must do.
Responsibility is something you should do.

Having said that, if you accept an invitation, there is the responsibility to reciprocate the
hospitality. Repayment does not have to be in-kind. Again, entertain within your means
and comfort zone.

Reciprocation is of kindness as well as courtesy. Command performance occasions do
not need “repayment”, such as New Years Day Receptions, Hails and Farewells, and
formal or group unit functions.

Lastly, reciprocating an invitation to a superior officer should never be considered apple
polishing or brown nosing. Rather, it should be perceived as gracious.

“Small cheer and great welcome makes a merry feast.”
William Shakespeare
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V. Volunteer Leadership
and Influence

Don’t ever question the value of volunteers.
Noah's Ark was built by volunteers; the Titanic
was built by professionals.

Unknown
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As a Company Commander Spouse, you should take the lead in encouraging volunteer
involvement in the FRG and other community organizations—whether or not you are the
FRG leader or a leader in other community organizations. Army units, community
activities, schools and military family organizations thrive because of the volunteer
support of Soldiers, Family Members and Civilians.

Volunteer positions can and should be shown on resumes and volunteer positions can
be a step toward paid positions. Volunteers can receive letters of recommendation from
volunteer jobs. The Army Volunteer Corps Coordinator (AVCC, sometimes AVC) at the
local installation or State/Reserve Family Programs Office can help match volunteers
with volunteer opportunities including: PX and Commissary councils, religious activities,
PTA, schools, sports boosters, coaching sports, medical and dental, library, thrift stores,
spouses clubs, ACS, Red Cross, as well as FRGs. The Company Commander Spouse
is in a great position to encourage and influence spouses to fill volunteer positions in the
unit and community.

MOTIVATION:

People are motivated to volunteer for various expressed and unexpressed reasons.
Organizations with a successful volunteer program recognize, emphasize, and utilize
these motivations to recruit the best volunteer for a position. Because a successful
volunteer program can greatly enhance the overall effectiveness of an organization,
unit, and community, Company Commander and Spouse understanding of volunteer
motivation and emphasis on the positive effects of volunteering is critical.

Motivations: (in no particular order):

Belief in the organization’s goals and mission
Resume building

Want to belong to an organization
Adult contact

Get out of the house

To have something to do with their time
Interesting work

Enjoy helping others

Want to do their part

Like recognition

Set a positive example for children
Meet people

Have fun

Explore new jobs

See needs and desire to fill them
Maintain gaps in paid work history
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RECRUITMENT:

Recruitment is getting the right person with the right skills in the right volunteer position
and personal contact is the ideal method to get people to contribute. Many times
people do not volunteer simply because they are not asked. Asking a person to fill a
specific position is the most effective method of volunteer recruitment. People like to be
asked personally and are most successful when matched with the appropriate job. This
can be determined through a formal or informal job interview where the unit or
organization leader goes over the job description, reviews the applicant’s skill set, and
discusses the expectations and time commitment for the job with the applicant.

Recruiting the right person for the right job is important:

1) To help achieve the organization’s goals, functions, and mission;

2) to get new ideas, advice and input to better the organization;

3) to provide opportunities to participate in and contribute to the organization; and
4) to fill the positions necessary to manage a successful organization.

Effective principles of recruitment:

Recruit for a specific position/job description.

Avoid asking for anybody to do anything.

Recruit without rank in mind.

Be honest about responsibilities and time involved.
Recruit as positions become available.

Consider a volunteer’s skill set and ask them.
Emphasize professional growth and resume building.
Offer training opportunities.

RECOGNITION:

Volunteer recognition is an important responsibility for the Company Commander and
Spouse. The Command emphasis on the contributions of volunteers can help ensure
that unit and community volunteer positions remain filled. This in turn prevents burnout
because one or two volunteers do not do all the work to accomplish the mission of the
organization.

Volunteers should be thanked sincerely and often—they do work for no pay! Ongoing
recognition and special awards are two important ways the command team can
appreciate volunteers privately and publically. Even volunteers who profess to
volunteer only because they believe in the goals of the organization or unit deserve to
be recognized for their efforts. ALL volunteers deserve to be recognized privately and
publically for their volunteer work in the unit, organization and community. Special
awards may require two or three months of advance planning, especially during
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deployment. The Command team should thank volunteers often and plan ahead for
special recognition when appropriate.

Methods of recognition:

e Public praise

e In person privately

e Newsletter articles

Welcome notes

Thank you notes

Special luncheons, parties, or meetings
Announcements/photos on bulletin boards
Email to organization membership

Media coverage by local and post newspapers
Certificates of appreciation and other awards

Levels of awards:

Local organization or unit
Installation’

Volunteer of the Month*
Volunteer of the Quarter*

Military affiliated

Military branch

MACOM (Major Army Command)
Department of the Army
Presidential

**Coordinated for Army organizations through the Army Volunteer Coordinator
(AVC) at Army Community Service (ACS) or through your State/Reserve Family
Programs Office.

Important times to plan public recognition:

Completion of a special project or event

During National Volunteer Week in April

Before a volunteer transfers or resigns

Before, during and after a deployment for a unit

VOLUNTEER RECORDKEEPING:

When the Company Commander accepts the services of a volunteer in an Army
program, such as an FRG, that volunteer becomes a statutory employee of the U.S.
Government. These volunteers are afforded certain legal rights and limitations. Please
see AR 608-1, Chapter 5 Volunteers and Appendix J to completely understand this
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relationship. Volunteers, including Soldiers who volunteer, in Army FRG, medical and
dental, CYS coaching, Army Community Service and other Army programs are included
in this regulation. Because these volunteers are statutory employees, specific
recordkeeping is necessary. All these volunteers will have a signed:

e DD Form 2793: Volunteer Agreement Form
e DA Form 4162: Volunteer Service Record
e DA Form 4713: Daily Time Record

In addition, each volunteer will have a specific job description, signed by the Company
Commander and the volunteer. Volunteers with access to privacy protected records will
maintain confidentiality and any records will be secured in a locked cabinet. Volunteers
who work with children and youth will have a background check. All of the forms
required for Army program volunteers are found on Army One Source in the Volunteer
Management Information System (VMIS). This is often coordinated by a Family
Readiness Support Assistant (FRSA) for a unit; a Volunteer Program Manager for Army
programs; or an organization’s Volunteer Coordinator. Again, working with the
installation Army Volunteer Corps Coordinator will ensure all legal requirements are
met.

National Guard volunteers use the Army forms as described above with the exception
that all volunteer hours are recorded using the Joint Services Support website
(www.jointservicessupport.org). Once logged in, volunteers will locate “My Volunteer
Activity Tracker” where they can input their hours. In some situations, State Family
Readiness Assistants or your Battalion Family Readiness Support Assistant (FRSA)
may assist in tracking your hours.

Army Reserve FRGs use the USAR 106-R, Volunteer Service Record to track volunteer
contact information, training and recognition. Like the DA 4162-R, the USAR 106-R is
used to record the volunteer’s annual hours.

Upon the volunteer’s transfer or resignation, provide the volunteer with copies of
volunteer forms for their personal files.

VOLUNTEER MANAGEMENT INFORMATION SYSTEM (VMIS):

The easiest way for Active Component volunteers to register is through the web site
www.myarmyonesource.com. The Volunteer Management Information System (VMIS)
Army Volunteer Corps (AVC) Volunteer User Guide explains how to register as an Army
volunteer and can be accessed by going to the Family Programs and Services tab, then
going to Volunteering and then to Volunteer Management Information System. This
page offers webinars and user downloads to understand how to use the system.
Volunteer hours and information for non-Army programs can be also be recorded on
VMIS. The direct link is:
http://www.myarmyonesource.com/FamilyProgramsandServices/Volunteering/VMIS/VM

IShome.aspx.
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If you have questions or issues accessing or using VMIS, check with your installation
Army Volunteer Corps Coordinator (AVCC).

You are encouraged to become very familiar with this process and be able to explain it
to potential volunteers. Your knowledge and understanding of the process will make it
less confusing and daunting to your volunteers and will ensure that all volunteers are
registered appropriately and recording their volunteer hours. You are in a unique
position to influence and encourage volunteering in your unit and community and doing
so can be very rewarding to you.

VOLUNTEER AWARDS AND RECOGNITIONS
(in no particular order)

Plan ahead when nominating a volunteer for an award. Department of Defense level
awards take about 90 days to process. Army level awards take about 60 days to
process and Army Command level awards take about 45 days to process. Local
installation awards and branch awards take about 30 days to process. This list does not
include all awards that may be given. Local communities may have other awards for
volunteers. Check with the local Army Volunteer Corps Coordinator at Army
Community Service or with your Reserve/State Family Programs Office for more
information on volunteer recognition.

The Association of the United States Army (AUSA) Rubbermaid Volunteer Family
of the Year Award recognizes an exceptional Army family whose dedicated volunteer
service significantly contributes to improving Army well-being and the well-being of the
local community.
http://www.ausa.org/programs/familyprograms/AnnualMeetingActivities/awards/Pages/d

efault.aspx

Daily Points of Light Award honors individuals and volunteer groups that have made a
commitment to connect Americans through service to help meet critical needs in their
communities. Each weekday, one volunteer or volunteer effort in the country receives a
Daily Point of Light Award. http://www.pointsoflight.org/recognition/dpol

Emma Marie Baird Award for Outstanding Volunteer Service is a Department of Army
Award for exceptional volunteers in Army Community Service.
http://www.myarmyonesource.com/FamilyProgramsandServices/Volunteering/Awards/E
mmaMarieBairdAward/Background.aspx

The Jefferson Awards are a prestigious national recognition system honoring
community and public service in America. The Jefferson Awards are presented on two
levels: national and local. They began in 1972 to create a Nobel Prize for public
service. Today, their primary purpose is to serve as a "Call to Action for Volunteers" in
local communities. http://www.jeffersonawards.org
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The Military Outstanding Volunteer Service Medal (MOVSM) was established by
Executive Order 12830, 9 January 1993, as amended by Executive Order 13286, 28
February 2003. It may be awarded to members of the Armed Forces of the United
States and their Reserve Components, who subsequent to 31 December 1992, perform
outstanding volunteer community service of a sustained, direct and consequential
nature. http://www.army.mil/usapa/epubs/pdf/r600_ 8 22.pdf

Artillery Order of Molly Pitcher recognizes individuals who have voluntarily
contributed in a significant way to the improvement of the Field Artillery Community.
http://fieldartillery.org/usfaa awards/about _molly.html

Order of Saint Joan D'Arc was established by The United States Armor Association to
honor ladies who voluntarily contributed significantly to the morale, spirit, and welfare of
Armor or Cavalry units and communities. Such voluntary contributions should exemplify
the spirit of the Order’s namesake in such service to others. http://www.usarmor-
assn.org/joanofarc.aspx

The Order of Anne Morrow Lindbergh Award recognizes individuals who have
voluntarily contributed significantly to the improvement of the active duty aviation
community over a long period of time. These individuals must demonstrate the highest
standards of integrity and moral character, display an outstanding degree of personal
ethics, and selflessly serve the aviation community with distinction.
http://www.rucker.army.mil/pdf/AP/Awards/Anne%20Morrow%20Lindbergh%20Award%
20Background.pdf

Shield of Sparta - Heroine of the Infantry is awarded to a spouse who has contributed
significantly to the Infantry. The National Infantry Association’s goal is to recognize
spouses of Infantrymen and other esteemed ladies, in support roles, whose
contributions deserve special recognition by the National Infantry Association and the
Infantry community. The award is a token of appreciation for the sacrifice and
commitment demanded of the wives and supporters of Infantrymen. It further
symbolizes these women as true patriots with selfless ideals and the courage to send
their Infantrymen into harm’s way. http://www.infantryassn.com/pages/awards.html

The National Military Family Association’s Military Family of the Year Award
recognizes strong military families who embrace their service to the Nation, are role
models in their community, and understand that together they are stronger.
http://www.militaryfamily.org/our-programs/awards/military-family-award-program/

Newman's Own, Fisher House Foundation, and Military Times Media Group (Army
Times, Navy Times, Air Force Times, Marine Corps Times) join together in presenting
$75,000 in grants to the most creative military quality of life improvement plans. Your
organization must be comprised primarily of volunteers, and/or be a not-for-profit
organization as defined in Section 501(c)3 of the Internal Revenue Service Code.
http://www.fisherhouse.org/programs/newmans
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The President’s Volunteer Service Award is for any individual, family, or group who
can receive Presidential recognition for volunteer hours earned over a 12-month period
or over the course of a lifetime at home or abroad.
http://www.presidentialserviceawards.gov/

Public Service Awards (AR 672-20 Chapter 9) are authorized by the Department of
the Army and include: Decoration for Distinguished Civilian Service, Secretary of the
Army Public Service Award, Outstanding Civilian Service Award, Commander's Award
for Public Service, Certificate of Appreciation for Patriotic Civilian Service, Civilian
Award for Humanitarian Service, and Certificate of Appreciation.
http://www.army.mil/lUSAPA/epubs/pdf/r672 20.pdf

The Department of Defense (DoD) awards program has five different awards to
recognize career DoD employees, employees from other government agencies, and
non-career employees to include political appointees/private citizens/foreign nationals
for contributions to DoD at large. The information contained in DoD 1400.25-M,
Subchapter 451, “Awards,” and Administrative Instruction #29, “Incentive and Honorary
Awards Programs,” are the official source of responsibilities, procedures and
requirements pertaining to awards.
http://www.whs.mil/HRD/Civilian/LMER/documents/DoDHonoraryAwardsGuidance.doc

Zachary and Elizabeth Fisher Distinguished Civilian Humanitarian Award is named
in honor of Zachary and Elizabeth Fisher, both of whom have contributed extensively to
the support and welfare of the members of the Armed Services of the United States.
The award is a multi-Department award designated to recognize and reward an
individual(s) or organization(s) demonstrating exceptional patriotism and humanitarian
concern for members of the United States Armed Forces or their families. The recipient
will exemplify Zachary and Elizabeth Fisher’s personal qualities of patriotism,
generosity, and selfless dedication to improving the quality of life of members of the
Armed Forces of the United States. http://www.army.mil/lUSAPA/epubs/pdf/r672_16.pdf

The Margaret C. Corbin Award is a prestigious award to recognize volunteer service
that makes a substantial contribution and has a positive impact on the quality of life for
Soldiers and their families. Spouses (male and female) of Soldiers of all ranks assigned
to TRADOC elements; active Army, U.S. Army National Guard, and U.S. Army Reserve
are eligible. The intent of this award is to recognize those eligible spouses whose
service to our country is in the form of volunteering and is often “behind the scenes.”
Their way of life is marked by efforts to improve their communities and enhance the
overall military lifestyle. http://www.tradoc.army.mil/TPUBS/reqs/r672-8.pdf

The Dr. Mary E. Walker Award for Volunteer Service recognizes Army spouses who
contribute significantly to the well-being of soldiers and show concern for their families.
The award often recognizes amazing spouses who volunteer behind the scenes.
Anyone may nominate an eligible individual to a unit’s senior noncommissioned officer
(NCO). The nomination packet includes the individual’s identification, documentation of
volunteer acts/service, and justification for the nomination. The senior NCO screens

-67 -


http://www.presidentialserviceawards.gov/
http://www.army.mil/USAPA/epubs/pdf/r672_20.pdf
http://www.whs.mil/HRD/Civilian/LMER/documents/DoDHonoraryAwardsGuidance.doc
http://www.army.mil/USAPA/epubs/pdf/r672_16.pdf
http://www.tradoc.army.mil/TPUBS/regs/r672-8.pdf

and evaluates each packet before submitting it to an NCO selection board. An
individual may receive this very prestigious award only once.

1)
2)
3)

4)
5)
6)
7
8)

9)
10)

11)
12)

13)
14)
15)
16)
17)
18)
19)

20)

21)
22)

23)

24)
25)
26)

27)
28)
29)
30)

139 WAYS TO SAY "THANK-YOU" AND RECOGNIZE VOLUNTEERS

Send cards for personal achievements (birthday, anniversary, new
arrival, promotion, graduation, etc.)

Have an "at-home tea party.” (Send volunteers a tea bag in a card and

ask them to enjoy a cup of tea in the quiet of their own home.)
Write a news article which is published in the local newspaper,

highlighting their contribution or impact upon the program or clientele.
Write a news article which is published in the organization's newsletter.

Send a thank-you note.
Smile.
Send a holiday greeting card.

Spontaneously say "thank-you" during a chance or planned meeting or

gathering.

Ask a volunteer for their input about a program or evaluation.
Utilize a volunteer suggestion box. Carefully consider their
suggestions!

Ask a volunteer to serve in a leadership role.

Present service stripes, candy sticks or candy canes with the message

"You've earned your stripes!"

Ask a volunteer to conduct an orientation or educational program.
Have a soft drink party.

Ask a volunteer to coordinate a program, event, or initiative.
Shake hands.

Plan a theme party (toga, costume, western, etc.)

Give a pat-on-the-back.

Invite volunteers to staff meetings. Encourage them to contribute and

participate.

Ask a volunteer to develop a window or table-top display to promote a

program.
Send a volunteer to a conference.

Ask the volunteer to present a report, lesson, workshop, or seminar on

some aspect of the conference which they attended.

Cultivate volunteer’s special interests. Whenever possible, encourage

pursuit in their volunteer role.
Utilize volunteer’s unique special talents.
Be flexible.

Share the success or impact of one volunteer with others at a meeting

or gathering.

Provide extrinsic rewards (certificates, plaques, pins, etc.)
Provide "perks" (free admission to paid events, free parking, etc.)
Take an interest in their personal lives.

Have a "volunteer of the month" award.
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31)

32)
33)
34)
35)
36)

37)
38)

39)

40)
41)
42)

43)
44)

45)
46)
47)
48)
49)

50)
51)
52)
53)
54)

55)
56)
57)
58)
59)

60)
61)
62)
63)

64)
65)

Host a banquet, luncheon, dessert, tea, or reception in the volunteers'
honor.

Invite a volunteer out to lunch.

Reimburse travel expenses.

Establish a Volunteer Honor Roll.

Provide volunteers with clerical or office support.

Provide educational resources for the volunteers to utilize (videos,
pamphlets, books, curriculum, etc.)

Motivate and challenge them.

Ask effective volunteers to each recruit another volunteer who is "just
like them."

Debrief with volunteers following a conference, program, or activity
which they participated in or assisted with.

Always use their first name.

Provide special interest materials to targeted volunteers.

Nominate a volunteer to teach a workshop at a conference or
symposium.

When the workshop is accepted, assist the volunteer in preparation.
Label the office coffee pot in honor of an effective volunteer ("Vicki
pours herself out for this organization!" or "Joe keeps things perking!")
Greet each volunteer with enthusiasm and appreciation.

Ask an effective volunteer to mentor a new recruit.

Send Hershey’s Kisses to your organization’s volunteers.

Provide useful and effective orientation for each volunteer position.
Send peppermint candies to your organization’s volunteers with the
message "You're worth a mint!"

Develop leadership skills and self-confidence.

Ask a volunteer for their input or opinion.

Recognize and share innovative suggestions or programs.

Be patient.

Recognize volunteers and program participants for community service
activities.

Take time to explain.

Recognize volunteers for financial and philanthropic contributions.
Build consensus. Build support.

Recognize tenure.

Practice the "Platinum Rule.” ("Do unto others as they prefer being
done unto.")

Recognize the number of hours contributed to the agency,
organization, or program.

Ask a volunteer to speak on behalf of the program to an outside
agency.

Ask a volunteer to speak to a funder.

Hold a rap session.

Ask a volunteer to speak at a volunteer meeting.

Run a photograph and news story in the local newspaper.
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67)
68)

69)
70)

71)

72)
73)
74)
75)
76)
77)
78)
79)

80)
81)
82)
83)
84)
85)
86)
87)
88)
89)
90)
91)
92)

93)
94)

95)
96)

97)
98)

99)

100)

Ask a volunteer to write a news article or news release.

Foster personal growth.

Ask a volunteer to make a television appearance or radio
announcement.

Provide scholarships to educational conferences or workshops.
Enable a volunteer to move on to expanded or higher level
responsibilities.

Recognize the achievements or accomplishments of those with whom
the volunteer works.

Ask the volunteer to direct a membership recruitment campaign.
Share the volunteer’s personal success story

Provide volunteers their own work area.

Have a youth share a success story about the volunteer.

Be respectful.

Schedule monthly birthday bashes.

Have a program participant share a success story about the volunteer.
Provide transportation to meetings, events, educational workshops,
and volunteer activities.

Write letters of reference to prospective employers.

Surprise a volunteer with a birthday cake.

Utilize a volunteer as a consultant.

Send flowers.

Nominate volunteers for awards.

Attend personal celebrations (birthdays, anniversaries, etc.)

Take note of volunteers' children's accomplishments. Recognize them.
Make home visits.

Make sure that each volunteer is a "good fit" with their volunteer role.
Let each volunteer know they were missed.

Make telephone calls.

Encourage program participants to send a thank-you note.

Plan an organizational outing (picnic, theater, ball game, family day,
pool party, etc.)

Praise in public; especially in front of family and friends.

Encourage program participants to send birthday and anniversary
cards.

Send get well cards.

Have a birthday and anniversary column in your organizational
newsletter.

Send a note of congratulations for personal achievements.

Send a note of congratulations for professional achievements and
promotions.

Send a thank-you note to the volunteer’s spouse to thank him/her for
sharing his/her spouse’s time and talents with the organization.

Send a thank-you note to the volunteer’'s employer, noting the impact
and contribution which the volunteer has made. (If the employer does
not provide release time to volunteer.)
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102)

103)
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105)
106)
107)
108)
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110)
111)
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113)
114)
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123)

124)
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126)
127)
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129)
130)
131)
132)
133)
134)

135)

Send a thank-you note to the volunteer’'s employer to thank him/her for
sharing the employee’s time and talents with the organization. (If the
employer provides release time to volunteer.)

Recognize an employer with the volunteer publicly (if the employer
provides release time for the employee, or allows the employee to
utilize resources or support staff to serve.)

Encourage other volunteers to express appreciation.

Send volunteers an "Encouragemint”.

Ask volunteers to chaperone trips.

Ask volunteers to judge competitions.

Provide child care.

Send hand-written notes.

Secure complimentary gift certificates from businesses or the Chamber
of Commerce.

Print business cards for volunteers.

Ask a volunteer to co-present with a salaried professional at a
conference, workshop, or staff development.

Promote effective volunteers to higher areas of volunteerism within
your organization.

Stage a potluck dinner in a volunteer’s honor.

Attend volunteers' meetings and activities.

Bounce new ideas off of a volunteer.

Involve volunteers in problem solving efforts.

Organize a card shower.

Plant a tree or flower bed in a volunteer's name.

Contribute to a charity in a volunteer’s name.

Send spices, seasonings, or herbs with the note: "You are the spice of
life!"

Print and distribute bumper stickers.

Provide caps or shirts to promote unity among the organization.
Provide a golf cart for a volunteer to utilize during a fair, festival, golf
outing, etc.

Organize a holiday open house for your volunteers.

Feature a volunteer in a slide show.

Have reserved seating at any event.

Provide favors at meetings or events.

Direct newspaper reporters to worthy volunteers when writing a news
story.

Send balloons.

Send candy.

Surprise everyone by bringing donuts or fresh coffee cake.

Send cookies.

Encourage volunteers to assume community leadership roles.

Give a volunteer a light bulb or candle with the message "You light up
my life."

Send valentines
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137)
138)
139)

Be pleasant and appreciative
Give calendars, notepads, pens, or pencils.
Be pleasant and appreciative
Give calendars, notepads, pens, or pencils
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VI. Family Readiness
Groups

Coming together is a beginning. Keeping
together is a process. Working together is
success.

Henry Ford
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Organizing the Family Readiness Group

There are many challenges facing today’s Army and the Family that will affect the unit’s
Family Readiness Group (FRG). Whether or not you choose to accept the role as
Company FRG Leader is your decision. The following are some trends that could affect
the volunteer population and the dynamics of your FRG.

e Many military Spouses are employed full time.

e Many military Spouses seek higher education and are well versed in the use
of computer technology.

e Affected families may be geographically separated from their unit, especially
National Guard and Reserve Families.

e Parents/Significant others are increasingly interested in becoming active

members of the group.

Many Families reside off- post.

Today’s military operations include multiple deployments of varying duration.

Due to the increase in deployments, there is an increased need for childcare.

Immediate and live media coverage.

Sharp increase in instant communications (i.e. Text messaging, cell phones)

and the use of social_networking sites.

FRG Authority:

The FRG is a command-mandated program. The Family Readiness Group is an official
Army entity/program formed in accordance with AR 600-20, Army Command Policy.
According to AR 600-20, “The Commander is responsible for establishing leadership
climate of the unit and developing disciplined and cohesive units. This sets the
parameters within which command will be exercised and, therefore, sets the tone for
social and duty relationships within the command”. An effective and functional FRG is a
Commander’s responsibility.

FRG Regulations:

Official Family Readiness guidelines are found under AR 608-1 Appendix J, Army
Community Service Center For the Reserve USARC 608-1 Army Reserve Family
Readiness Handbook.. Although the dynamics of each FRG may differ, the regulations
are the same for all. It is vital that you are familiar with AR 608-1, Appendix J in its
entirety. (http://www.army.mil/usapa/epubs/pdf/r608_1.pdf)

FRG Defined:
“‘An FRG is a command-sponsored organization of Soldiers (single and married),

civilian employees, Family Members (immediate and extended) and volunteers
belonging to a unit. FRGs will provide mutual support and assistance, and a network of
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communications among the Family Members, the chain of command, and community
resources. FRG’s assist unit Commanders in deployment preparedness and enhance
readiness of the unit’s Soldiers and Families. They will also provide feedback to the
command on the state of the unit “Family”. Family readiness is defined as the mutual
reinforcement and support provided by the unit to Soldiers, civilian employees and
Family Members; both immediate and extended (Source: AR 608-1 Appendix J
SEP2007).” A major goal of the FRG is to help Soldiers and Families feel that they are
an integral part of the Army Family (Operation Ready).

An FRG is...

Functional at all times during both

garrison and deployed operations.

A Partnership between the
Commander and FRG Leader;
Soldiers and Families are
stakeholders.

A conduit of factual, timely and
reliable information.

A link to community resources
A Command sanctioned
organization.

Follow-on support after casualty
notification.

An FRG is not...

Just for deployment.

Based on rank.

A Social club or coffee group just
for Spouses.

A fundraising entity for the unit.
Only for people with problems.

A professional counseling agency.
A financial, lending, or charitable
institution.

A babysitting service.

Part of the official casualty
notification process.

A private organization or a non-
profit organization.

The Mission of the FRG: (according to AR 608-1 Appendix J.a.)

e Acts as an extension of the unit in providing official, accurate command

information.

Provide mutual support between the command and the FRG membership.
Advocate efficient use of available community resources.

Assist Families in resolving issues at the lowest level.

Help Families promote Solider and Family readiness.

Encourage an atmosphere of mutual support.

FRG Membership

Defining Membership:

The unit Family, including individuals associated with a military unit: All Soldiers
(married and single), Family Members (both immediate and extended), geographically
separated Families, volunteers, civilian employees, and/or others designated by the
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Soldier. Because FRG Membership is voluntary, participation is not mandatory but
should be highly encouraged.

For the National Guard and Reserve Component, unit Soldiers are more often than not
geographically dispersed. Depending on the unit’s mission and training requirements,
Soldiers may live more than two, four or even six hours away from their unit or unit
activities. Companies and/or detachments are spread across hundreds of miles and/or
multiple states. A Reserve battalion may not even be in the same state as their higher
headquarters. In addition, as with the Active Component, Soldiers may deploy with their
unit or as Individual Augmentees (1A), cross-level. (The IA’s current unit should be
considered their home unit and the deploying unit, the host unit.) Parents of Soldiers
may not live locally and some Families return “home” during deployments.

Way, all FRGs at some time must adapt to accommodate the support needs of
geographically dispersed Families from within their own unit and welcome those
Families of other units whenever possible.

Type and Scope:

All FRG’s must follow the same regulations; however each have different dynamics and
a “personality” of their own. The type and scope of FRG mission activities depend on
any number of factors such as:

e The Commander’s budget for FRG mission activities.

e The needs of unit Soldiers, civilian employees, and their Families.

e Command interest and emphasis.

e The number of FRG members.

e The time, energy, and talents of FRG membership.

e The make-up FRG, including the percentages of single Soldiers, number of
years Soldiers and their Families have served with the military, number of
Families with young children, and other Family composition factors

(geographically dispersed members).

Roles and Functions:

FRG mission Activities: Certain FRG mission activities are common to all FRG’s (AR
608-1 appendix J).

e Establishes and conducts member meetings.

e Attends staff and committee meetings.

e Publishes and distributes FRG newsletters (Sometimes Battalion may
produce newsletters with company level input).
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Maintains updated Family Rosters and Family Readiness information.
Establishes FRG members telephone trees and E-Mail distributions list.
Provides Families timely and factual information.

Provides information for community resources when applicable.

Welcomes and communicates with new unit members soon after their arrival.
Recruits, trains and recognizes FRG volunteers.

FRG Goals:

e Assist Family Members to focus and understand the unit’'s mission.

e Provide social and emotional support***be aware this area can build
expectations from the group members!

e Provide empathy and allow them to solve their problems. Refer to community
resources when applicable.

e Sponsor briefings throughout the pre-deployment, deployment and reunion
activities.

e Membership should participate in the development and planning of activities
for the FRG.

e Regular FRG Meetings are great resources in meeting FRG Goals.

e Use military facilities and community resources for meetings. Many post
facilities/community center will allow FRGs to use office space, telephones,
copy machines, transportation, mail privileges, and other resources. ACS
facilities at some military installation have FRG areas set up such as a
playroom with TV, book and games for kids to hang out during the meeting.
Check with your Child Development Services for free childcare during FRG
meetings.

e Discuss setting of the budget for the year.

FRG Structure:

Because each FRG is unit specific, and to the mission and demographics of the unit, it
is easier sometimes to declare what an FRG is not, than what itis. FRG’s vary from
one unit to another due to unit mission. However, you can use this as a model when
structuring your FRG (See sample forms and handouts).

FRG Members Responsibilities:

Commander:

Provide a FRG Standard Operation Procedure (SOP).

Provide policies and guidance in accordance to the unit mission.

Appoint a FRG Leader.

FRG volunteers must have duty descriptions and volunteer agreements (DD
form 2793).
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e Ensure the Family Readiness Plan is updated. Communicate to Families of
All Soldiers as defined by the Soldier!

e Establish expectation management and ensure standards are articulated to
all.

e Assess the effectiveness of FRG’s, ensure FRG Leaders are adequately
trained, and have adequate resources to function during deployments.

e Utilize Family Readiness Support Assistants and define their role.

Understand the role of Family Programs and other support agencies.

Ensure qualified Rear Detachment Commanders are appointed and trained.

Provide group legitimacy.

Be aware of and support FRG planned activities.

Create a climate of caring for the Families.

Ensure recognition of the appointed FRG Leader and volunteers.

Authorize the FRG to maintain one informal fund and provides the FRG

informal Fund Standard Operating Procedures (SOP).

Review FRG financial records.

e Approves and signs off on official newsletters.

e Should refrain from involvement in the Management of Private Organizations,
which support the FRGs.

e Must establish a Family Readiness Plan (FRP- Sample FRP is available
online at myarmyonesource.com www.myarmyonesource.com/Mob-
Dep/Army.

e Design and Activate programs that support Families during the deployments.

e Casualty notification procedures/Care Team (see the chapter on Trauma in
the Unit)

e Provide support to the FRG.

Rear Detachment:

e Establish communication with and respond to Family needs during a unit’s

deployment.

Provide continuity during deployment.

Be knowledgeable on accessing support systems.

Maintain good relationships with units’ FRG representatives.

Test Rear Detachment staff and communications with Families during unit

pre-deployment training exercise.

e |dentify multi-problem Families prior to deployment; refer to community
support agencies early.

e Provide link between the FRG and the deployed unit.

e Be a point of contact for official actions.
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FRG Leader:

The leader can be any Family member of a Solider in the unit whom the Company
Commander has appointed and endorsed. The FRG provides the Commander an
atmosphere of inclusion, and stresses the importance of its partnership with the chain of
concern. Leadership and the group members require a consensus in order to have a
successful FRG.

The Commander’s Spouse is not obligated to fill the FRG Leadership position. If the
Commander’s Spouse chooses not to accept the leadership role then the Spouse
should remember he/she falls within the role of a supported member of the FRG. The
care team encourages and empowers the person who accepts the leadership position.
Be clear to members that you support their leader and their success. It is important to
remember that even if the Spouse chooses not to take a leadership role, there will be
times, by the nature of the Spouses command position, that members of the FRG will
still seek advice.

The Command appoints the FRG Leader and members of the Steering Committee. The
FRG Leader may assign duties and responsibilities from unit volunteers and other
positions within the FRG. It is important to remember that the FRG is a mandated
Command program and membership is voluntary. The FRG exists under the authority
of the unit Commander, and he/she is therefore responsible for the conduct of all official
FRG sponsored activities. Guidelines and goals are set at battalion level. Company
level FRGs will work in those perimeters to create an effective FRG.

FRG Leadership can be a challenge at times also is very rewarding. The FRG Leader
considered the Commander’s assistant, accepts the associative authority without legal
responsibility. The FRG Leader conveys group decisions back to the Commander,
providing the Commander’s insight to make informed decisions concerning all
actions/activities.

FRG Leader Roles and Responsibilities:

e Complete FRG Training thru ACS (Army Community Service) and AFTB
(Army Family Team Building) training programs.

e Understand the FRG Leaders role and mission defined by the Unit
Commander- FRG operating procedures, structure, community resources.

e The National Guard attends State/Regional Family Programs Office training
programs.

¢ Organize Company FRG.

e Attend Steering Committee meetings.

e Track and record volunteer hours.
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e Ensure the FRGs system/procedure for communication (i.e. telephone tree,
email, newsletter, etc) is prepared and maintained for all members.

e Call the key contact persons to activate the telephone tree/email.

e Attend and chair FRG meetings.

e Communicate with Company Commander regular.

e Recruit Volunteers.

e Coordinate with community resources to provided training for FRG volunteers
and members. Army Community Services most locations provide the
following:

o FRG Leader’s courses are available on line and at your installation/state

(www.myarmyonesource.com).

Key caller, and Treasurer training (available at most installations thru ACS

or through your State/Regional Family Programs Office).

Operation Ready

AFTB (Army Family Team Building)

My Army One Source www.myarmyonesource.com

FRG/Rear detachment Training-FRG Leaders and RDCs may take on-line

training at www.myarmyonesource.com

As FRGs expand into new areas, an excellent resource forum for FRG

Leaders can be found through the Army Sponsored program FRG Leader

Forum at http://FRGLeader.army.mil.

o Provide job descriptions for key volunteers.

o FRG Leaders should not be involved in the management of Private
Organizations, which support the FRGs.

O

o O O O

o

Team Leadership (Co-leader):

In these times of rapid, unpredictable and lengthy deployments, leading an FRG for an
extended period can be overwhelming and an FRG Leader can easily burn out. One
option to managing the role is to have a Co-leader. A Co-leader can assist in
providing leadership of the FRG, oversee particular FRG activities, and help get
individuals involved in FRG activities, or serve as an advisor or assistant, depending
upon how the Co-leadership role is defined. This help in sharing the burden can
reduce some of the stress.

Splitting leadership requires defining and creating a working partnership between the
Co-leaders to avoid conflict. With a Co-leader, it is important to talk to each other
regularly. A division of supervisory roles and decision-making authority requires Co-
leaders to provide a unified voice for the FRG.

Company Key Volunteers:

The following key volunteer list should be tailored to the unit mission and needs.
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e FRG Fund Manager and Alternate— (treasurer) serves as custodian of the
FRG’s informal fund. This is a required position. Reports to FRG Leader and
company Commander.

e Phone Tree Chairperson—organizes the phone tree and email list, identifies
and supervises phone tree key callers. Reports to FRG Leader.

e Phone Tree Key Callers—maintains regular contact with assigned Families;
passes along official information and provides other information to Families.
These volunteers are essential. Reports to Phone Tree Chairperson or FRG
Leader.

e FRG Recorder—(secretary) maintains accurate minutes of meetings and
distributes information and correspondence to the FRG Leader and
newsletter editor. Reports to the FRG Leader.

e FRG Newsletter Editor—coordinates newsletter preparation, publishing, and
distribution. In some cases, the newsletter may be handled at the battalion
level. Reports to company Commander and FRG Leader.

e VFRG Coordinator—coordinates with FRG Leader and other appropriate
individuals to prepare postings on FRG activities, FRG announcements, and
education information for Families. These postings are given to the
command. Reports to Company Commander and FRG Leader. The
command will prepare postings pertaining to information on deployed unit.
The unit Commander or RDC reviews all proposed postings and ensures the
approved postings are made to the VFRG web site. In some instances, the
Family Readiness Support Assistance (FRSA) may be assigned the
administrative responsibility of putting the postings on the vVFRG web site.

e Special Events Chairperson—plans, organizes, and executes FRG
activities and special events. Reports to FRG Leader.

e Hospitality/Welcome Committee Chairperson—contacts and welcomes all
new Soldiers and Families to the company, helping them find needed
resources. Reports to FRG Leader.

e Publicity Chairperson—informs Soldiers and Family Members of upcoming
FRG activities. Reports to FRG Leader.

e Fundraiser Chairperson—manages internal FRG fundraising activities for
FRG informal fund. Reports to FRG Leader and the Commander.

e Childcare Chairperson—ensures acceptable childcare for FRG meetings
and special events. Reports to the FRG Leader.

e Meals on Wheels-Distributes meals to those who are deemed qualified by
the FRG member s (i.e. Death, miscarriage, serious illness) SOP will need to
be drafted and identifying who is qualified. Reports to FRG Leader.

Based on the needs of the FRG and the number of volunteers willing to help, other

volunteer positions may be created such as food committee chairperson, youth
committee chairperson, or FRG Co-leader.
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FRG Committees and Other Activities:

While the previous section mostly talked about volunteers who will serve in important
leadership positions providing oversight on specific FRG operational activities (or
committees), volunteers are also needed to serve on committees and to carry out other
FRG activities. For example, volunteers willing to help with special events will be
needed.

e Training Resources for FRG Volunteers:

o Operation READY Smart Book. The Operation READY Smart Book
contains training materials that may be used by the FRG Leader to
provide specific training to FRG volunteers such as key callers. In
addition, there are resource materials and information sheets, which can
be given to appropriate FRG volunteers. For example, the Operation
READY Smart Book contains a Key Caller Handbook. Another example
is a Coping with Stress tips sheet that might be given to all FRG
volunteers.

o Army Community Service (ACS). ACS provides FRG volunteer
orientation training through the Mobilization and Deployment Program.
Volunteers serving as key callers or FRG co-leader can also receive
training through a garrison ACS. Handbooks will be distributed at their
training. Those FRG volunteers who are in leadership positions (i.e.,
committee chairpersons) can seek guidance on managing volunteers.

o Child, Youth, and School (CYS) Services. Through their Kids on Site
program, they can provide training to volunteers so that the FRG can
offer childcare at FRG events.

o Army National Guard State Family Program Office and Army Reserve
Regional Readiness Command Family Programs Office. Volunteers
serving as FRG Leaders, Co-leaders and key callers can get training
from these sources to become familiar with issues and resources related
to Guard and Reserve Families.

o Reserve volunteers may locate their Family Programs Office by clicking
on “Contact Us” at http://www.arfp.org. National Guard volunteers may
location their Family Programs Office by visiting
www.jointservicessupport.com and looking up the Family Readiness
Assistant (FRA) for your state.

e Army Family Team Building Program/Guard Family Team Building.
This three-level training program comprises 43 classes that help individuals
learn about military culture and adjust to military life. Level | is designed for
new Soldiers and Spouses. Level Il focuses on basic leadership skills
whereas Level Il offers advanced leadership. This training program is
available online and as classroom-based training. FRG volunteers can use
this training to become familiar with the military and develop particular skills.

Sample Talking Points on Expectations of FRG Volunteers:
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e Be punctual and dependable. Volunteers need to be on time and
dependable. This is particularly important for key callers, who need to make
calls to Families in a timely manner. When you, as a volunteer, cannot
carry out a commitment, notify your supervisor or FRG Leader. Keep in
mind that you are not expected to make commitments that will put your own
Family’s needs at risk.

e Be friendly and courteous. Be helpful and maintain a courteous attitude
when dealing with the chain of command, Soldiers, Family Members, and
other FRG volunteers.

e Be flexible. Given the high and changing demands on the military and
unpredictable nature of deployments, we need to be able to adapt to change
with understanding and calmness.

e Know your role. The FRG (and in particular key callers) is not expected to
solve all problems, but is expected to provide accurate information and/or
referrals. Know when to refer individuals to the appropriate agency. Also,
do not hesitate to seek guidance and assistance with referrals when trying
to assist with issues outside your professional knowledge. Follow-up to
ensure individual’s needs were met.

e Maintain confidentiality. FRG volunteers deal with problems of a highly
personal nature. Be professional with personal information. Gossiping is
taboo.

e Be nonjudgmental. Treat others with respect and dignity, regardless of
rank. When assisting individuals, it is important to respect individual's
decisions.

e Notify FRG Leadership of important issues. While it is important to be
respectful of individual’s privacy and sensitive to Family problems/issues,
keep the FRG Leader informed of any important issues. By doing so, the
FRG can address common and emerging issues of concern to Families.
The FRG Leader can also bring certain issues to the attention of command
or community agencies, as appropriate.

e Take care of yourself. There will likely be times when you may feel great
stress or overwhelmed. Take the time to take care of yourself and your
Family. Maintain a balance in your life.

Family Readiness Support Assistant’s/Mobilization Deployment Assistant
(FRSA):

e Maintain the continuity and stability of Family readiness groups as units under
go changes in volunteers and leadership.

e Provides administrative and logistical support to Commanders, Rear
Commander Detachment Commanders, and Volunteer FRG Leaders by
alleviating the administrative burden off volunteers.

e Allows FRG Leaders to concentrate on performing outreach to Soldiers and
their Families in the Command, thus preserving stability on the home front,
especially during periods of deployment (FRSA resource guide).
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In the National Guard, FRSAs are primarily assigned to Major Subordinate
Commands (primarily Brigade and Division level). Not all units may have a FRSA to
assist them with these duties. Contact your State Family Readiness Assistant for
help.

These duties include:

e Day to day operational guidelines are overseen at Battalion level however,
they do support all companies.

e Prepare and distribute correspondence, rosters, newsletters, flyers, and
reports.

e Prepare content for vVFRG website and may serve as a system administrator,
if assigned.

e Maintain regular contact with community agencies to inform FRG Leaders on

updated information.

Schedule and coordinate FRG meetings and event logistics.

Assist with maintaining unit volunteer records.

Cannot volunteer in the Battalion that they are employed.

Work collaboratively with the Army Volunteer Corps Coordinator (AVCC) to

assist supported commands, battalions and companies to recruit and

maintain their active volunteer force.

e Assist Commanders with scheduling pre-deployment, coping with separation,
re-deployment, and reunion briefings utilizing “Operation Ready” training
material.

e Work with the RDCs and Total Army Family Program (TAFP) representative
to ensure that timely and accurate information is relayed to Families.

e Arrange technical briefings, orientations and workshops for the command,
Soldiers and Family Members about FRGs,

e Deployment, re-deployment and reunion.

FRSA prohibited activities: (AR 608-1 Appendix J)

The duties of the FRSA will not conflict with the FRG Volunteer.

Will not be involved in informal fundraising activities.

Casualty assistance procedures.

Suicide prevention activities.

Teaching Family readiness training.

Family counseling.

Alternatively, other non-FRG official administrative support duties.
Duplication or overlap of existing resources in the military community.
FRSA will not serve as, or replace FRG Leaders—will not duplicate the
responsibilities of the volunteer FRG Leader.

e Personal involvement in CARE teams (team coordination and roster
maintenance is permissible).
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Serving as the subject matter expert (SME) for installation/Army Family
Readiness.

Maintaining personal calendars for Commanders, Senior Spouse, or FRG
Leaders.

Steering committee:

Meeting will be held at Battalion level.

Represented by the Company Commander/Rear Detachment, FRG Leader,
Co Leader, and the First Sergeant of each unit.

Set goals for the year.

Provides assistance to FRG Leaders at all levels.

Coordinates with battalion Commander on Family Readiness policies and
special issues.

Provide a guidance, information, and support.

Provide a link between the unit and the community.

Oversee and support FRG activities in the command.

Coordinates with battalion Commander on Family readiness policies and
Special issues.

FRG Informal Funds:

Please check the current AR 608-1, Appendix J-7a, and with your local JAG office). For
the National Guard and Reserve USARC608-1 (Army Reserve), and National Guard
Funding Guidance for your fiscal year provided through your State Family Programs

Office).

One informal fund per unit.

Funds are used to benefit the FRG membership as a whole.

The Army Directive 2008-01 increased the fund cap to $10,000 (Army
Community Service Center, Appendix J, section7, subparagraphs (e) and (f).
However, state and local laws Status of Forces Agreements (SOFA) may
make lower fund cap necessary. Please NOTE check with JAG office that
annual gross income cap complies with all local requirements.

Do not solicit for gifts and donations. No external fundraising.

Submit fundraiser permission/request memo to the installations and
Commander prior to any fundraising.

FRG'’s are not established as fundraising entities.

Funds may only be raised for specific planned purposes consistent with the
SOP.

FRGs are not equipped to handle the complex tax ramifications and stringent
accounting requirements that can result from excessive informal funds.

FRG informal funds may not be used unless it benefits the entire
organization. Examples of unauthorized use:
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Social activities

Newsletter that contains primarily unofficial information

Volunteer recognition (not otherwise funded with Appropriated funds)
Picnics

Refreshments

O O O O O

Improper Use of Informal Funds:

Augmenting the unit’s informal funds (cup and flower funds).

Purchasing items or services that should be paid with appropriated funds.
Purchasing traditional military gifts (Soldiers farewell gifts that are not related
to Family readiness).

Funding the unit ball.

Donations to a specific military member or a private charity.

FRG Informal Fund SOP:

Determines the purpose of the FRG informal fund.

Must be approved by the unit Commander and a majority of the FRG
members

The unit Commander will sign a letter designating a fund custodian (treasurer)
and an alternate (not the unit Commander, deployable Soldier, FRG Leader).
FRG Informal funds may not be deposited with APF funds, unit MWR, unit
cup and flower fund, or personal funds.

Use it limited to expenses consistent with purpose and function of the fun and
SOP. Operation of the fund will be consistent with Army values and JER
(Joint Ethics Regulations).

Fund Custodian (Treasurer):

The treasurer and alternate are personally responsible for loss and misuse of
funds.

The custodian may establish a non-interest bank account under the FRG’s
name (never the individual’s name). The Commander will authorize the
account and prepare a letter naming the custodian and the alternate as
signatories. The Commander will not be a signatory on the account.

Submit financial reports to the unit Commander monthly and as requested
and shared as general knowledge with the members of the FRG.

Submit annual budget and planned events to the Commander. FRG
members must vote and approve budget and events.

Donations:

Unit Commanders may accept an unsolicited gift or donation of $1,000 or less
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e 0or money tangible personal property for its FRG informal fund after
consultation with the unit ethics counselor (AR 608-1 Appendix J-7f).

e Unsolicited gifts or donations are considered income and apply towards your
annual income cap (AR 608-1, appendix J-7f).

e Commanders will seek guidance from their servicing Judge Advocate
Counselor when they receive offers of unsolicited donations for FRG support
(AR 608-1 Appendix J-9j).

FAMILY READINESS GROUP COMMUNICATION

As a FRG Leader, you may not be responsible for the basics of information gathering
and distribution. If your unit has a FRSA, this should fall under his/her job description.
Information flow is the top priority for FRG, included is some basic information on these
topics. Further research can be found on many FRG websites and forums, but
particularly in the FRG Leader’'s Handbook from ACS’s Operation Ready.

Operation Security:

Operational Security (OPSEC) is keeping potential adversaries from discovering our
critical information. As the name suggests, it protects our operations — planned, in
progress and those completed. Success depends on secrecy and surprise, so the
military can accomplish the mission quicker and with less risk. Enemies of freedom
want our information, and they are not just after the military member to get it. They
want you, the Family member.

Operations security is everyone’s responsibility. Failure to properly implement OPSEC
measures can result in serious injury or death to our personnel, damage to weapons
systems, equipment and facilities, loss of sensitive technologies and mission failure.
OPSEC is a continuous process and an inherent part of military culture and as such,
must be fully integrated into the execution of all Army operations and supporting
activities.

OPERATION SECURITY CHECKLIST

e Know what their organization considers critical information, where it is
located, who is responsible for it, how to protect it, and why it needs to be
protected.

e Protect from disclosure any critical information and sensitive information to
which they have personal access.

¢ Commanders will issue orders, directives, and policies for unit or organization
personnel to protect critical and sensitive information.

e A failure to comply with these orders, directives, or policies may be punished
as violations of a lawful order under Article 92 of the Uniform Code of Military
Justice (UCMJ) or under other disciplinary, administrative, or other actions as
applicable for Soldiers.
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e Family Members not subject to the UCMJ who fail to protect critical and
sensitive information from unauthorized disclosure may be subject to
administrative, disciplinary, contractual, or criminal action.

e Prevent disclosure of critical and sensitive information in any public domain to
include but not limited to the World Wide Web, open source publications, and
the media.

e Do not publicly disseminate, or publish photographs displaying critical or
sensitive information. Examples include but are not limited to Improvised
Explosive Device (IED) strikes, battle scenes, casualties, destroyed or
damaged equipment, personnel killed in action (KIA), both friendly and
adversary, and the protective measures of military facilities.

e Actively encourage others (including Family Members and Family readiness
groups (FRGS)) to protect critical and sensitive information.

e Know who their unit, activity, or installation OPSEC Officer is and contact
them for questions, concerns, or recommendations for OPSEC-related topics.

e Report suspicious activities to the Military Police on your installation.

e Because the Internet is a public forum, Commanders will ensure that in
addition to the OPSEC officer, a public affairs officer (PAO), webmaster/Web
site maintainer, and other appropriate designee(s) have properly cleared
information posted to the World Wide Web, unclassified intranet, or Army
Knowledge Online (AKO) in areas accessible to all account types. Possible
risks must be judged and weighed against potential benefits prior to posting
any Army information on the World Wide Web. (See AR 25-1, Para 5-10.)

e The designated reviewer(s) will conduct routine reviews of Web sites on a
quarterly basis to ensure that each Web site complies with the policies of AR
25-1 and that the content remains relevant and appropriate.

e The minimum review will include all of the web site management control
checklist items in AR 25-1, paragraph C—4e(30) and appendix C. Information
contained on publicly accessible Web sites is subject to the policies and
clearance procedures prescribed in AR 360-1, chapter 5, for the release of
information to the public.

Social Networking Sites:

With the increase in the use of technology for communication and social networking, we
have to keep in mind Operational Security. It has been stated that over 900 million
people have internet access. Some people use the internet for illegal activities such as
identity theft, exploitation of your Family, and gaining military secrets. Do not post
sensitive Department of Defense (DoD) information that the general public will not have
access to. Do not post pictures of the military installation or your surroundings at work
as this is conducting surveillance for the enemy of DoD facilities.

With the proliferation of Social networking sites, the Army has updated its web use
policies. Any Army-related sites on Facebook, Twitter, Flicker, and You Tube that have
an “official Presence” (such as FRGs and Units) must be registered with the Army.
(See article- “Army Releases New OPSEC Regulations”, p 53 in this chapter)
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The Commander and the installation Commander must approve all sites. To register
your site visit http://www.army.mil/media/socialmedia/. You will be asked for the site
URL, a POC name, and AKO email and phone number. The U.S. Army social media
site also provides additional resources to help you share and promote your networking
site. For example, you may want to establish an FRG presence on a social media site
that would provide links to your secure VFRG web site for official unit information.

As Family Members, you will be privy to sensitive information you need to be aware of
the dangers of posting DoD information. You may be endangering your loved one and
your Family. We do not know who the enemy is and what they are capable of doing.
Ways to help your Family stay safe and observe the OPSEC rules: (See sample
checklist for Operational Security)

e Do not post upcoming Deployments or Temporary Duty Assignments (TDY)

e Do not give details of what kind of work your Soldiers does for the Army

e If your Family Member is deployed, do not give details out about the location
or the activities that he/she is involved in. Terrorist can be viewing your blogs
or social networking sites. Therefore this can endanger your loved one and
your Family.

e Realize that even though you have security settings on your social networking
sites or blogs they are not foolproof. Terrorist know how to hack into the
system and get vital information.

e Do not post specific identifying information about yourself. Such as your
telephone number and address

e Do not post information that will lead someone to you and your Family. Such
as writing about were your child attends school and posting pictures of the
certain events. These are potential clues that can lead a terrorist to your
Family.

e Do not post E-Mail accounts on your web page. Your address can be a clue
that will lead to your name and identity. Example
Rangeskids@smalltownshp.com

e Always think before you post any information. Once you post it, you cannot
retract the statement.

e Keep your plans, schedules and location data to yourself?

e Protect the names and information of co-workers, friends, and Family
Members?

e Tell friends to be careful when posting photos and information about you and
your Family?

Newsletters:

The purpose of Newsletters:

e Communicate to a specific group with common interests
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e The Commander is the final authority on all content issues and should review
the newsletters to be sure that sensitive and mission-critical information is not
included (OPSEC-Operational Security).

Support FRG mission activity.

Communicate accurate, unbiased and current information.

Highlight military and community resources.

Advertise upcoming FRG events.

Do not disclose any financial reports or dollar amounts on any fundraising
activities.

Address issues of concern.

Build camaraderie.

Improve morale among Soldiers and Families.

Reduce social isolation.

Reduce the stresses of military life.

Improve Family Readiness.

Preparation of FRG Newsletter:

e Often a single newsletter is published for the entire battalion, while some
company FRG’s may prefer to publish their own. A battalion newsletter is
less costly to the company, distributes unit news, and builds pride battalion
wide.

e The Commander retains final review authority on all content issues to insure
the newsletters do not contain sensitive and mission-critical information
(OPSEC-Operational Security). In the event of a deployment, Rear
Detachment has the authority.

e The newsletter must state whether it contains only official information or
combination of both official and unofficial information.

e If the newsletter contains both official and unofficial information it will include
the following statement “the inclusion of some unofficial information in this
FRG newsletter has not increased the cost to the Government, in accordance
with DOD 4525.8-M.”

e For additional regulation governing Newsletters

o AR 360-81,
o Official Mail Manual DOD 4525.8-M
o Local policies
e Newsletters published with appropriated funds cannot include the following:
o Advertising for private business or commercial ventures.

Financial reports or dollar amounts.

Political notices.

Casualty or injury reports.

Copyright information without permission of the author.

Professional sports scores.

O O O O O
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Official information: “Relates to command and mission essential information that the
Commander believes Families should have to be better informed.” Official information
relates to unit mission and readiness.

Examples: training schedule information, upcoming deployments, unit points of contact
and chain of concern, new Army programs of benefits available to Families, upcoming
garrison events for Families of deployed Soldiers, and educational information.

Unofficial information: Defined as non-mission related information.

e May be included in official FRG newsletter provided: it does not exceed 20%
of the printed space used for Official information; it does not increase printing
and mailing cost to the Government; and it does not include personal/wanted
for sale advertisements.

e Examples: Personal information (i.e. phone numbers, addresses, birth or
adoption announcements, birthdays), accomplishments by Soldiers or Family
Members, FRG member job changes, promotions, and awards, FRG
fundraisers, recipes.

Content of the Newsletter:

e Should include a logo, motto, and title unique to the unit/company.

e Article by the Commander or Rear Detachment Officer on training,
deployment news, etc.

e The Commander statement and original signature

e Article by the FRG Leader. Examples: FRG events, steering committee
action, upcoming meeting, etc.

Printing and Distribution:

e Government paper and printing supplies are authorized for use to publish
FRG newsletters that relay information from the command and support any
FRG mission activity.

e FRG newsletters may be distributed by mail using the Army or installation
Post Office, by e-mail and or posted on the company’s page on the battalion
VFRG website. Reserve Component must work with their unit Commander
regarding the budget for these expenses.

e E-Mailing the newsletter is the most cost effective method; however, some
FRG members may not have computers. Therefore, you should mail
newsletters to those who do not have internet access.

Immediate Response Information System (IRIS): Arlington, VA. — Jan. 11, 2010 —
Qwest Government Services, a division of Qwest Communications International Inc.
(NYSE: Q), has completed the implementation of the eArmy Family Messaging System,
a new program by the U.S. Army Family and Morale, Welfare, and Recreation
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Command, which provides information to Soldiers’ Families during all stages of their
deployment. The Army is using IRIS to contact Family Members instantly through
almost any communications device, including wireless phones, pagers, computers and
faxes. The National Guard Family Portal, www.jointservicessupport.org is also working
on such a system.

KEY FACTS

The eArmy Family Messaging System is part of the virtual Family Readiness Group
(VFRG) System, which provides Army Commanders with a secure portal to send
credible, timely and relevant information to Soldiers and Family Members.

e The VFRG system is used for active duty, guard and reserve troops around
the world.

e The eArmy Family Messaging System is supported by the Army OneSource
initiative, which links community services and assistance to all Soldiers and
their Families, no matter where they are located.

e Upon deployment, the messaging system provides information to Soldiers’
Families about important support services, such as training, education, health
care, dependent care, identification cards and “welcome home” parties.

Websites Virtual FRG (VFRG): - http://www.armyfrg.orqg:

e Secure website that provides FRGs two-way communication with Family
Members as well as provides a secure means for Family Members and
Soldiers to communicate while Soldiers are in theatre.

e Commanders can post updates on the deployed unit.

e Provide the FRG with timely accurate information to unit Family Members
who are geographically dispersed as well as a Soldiers' other Family
Members such as parents.

e The FRG can use the VFRG to post newsletter, articles, and other
information.

e The VFRG web site also enables telephone tree and email lists to be updated,
allows for email communication, two-way instant messaging, and the posting
of pictures, articles and downloads.

e The Commander (and when deployed, the Rear Detachment Commander)
controls and approves all content and users, who must be registered to
access the information, and manages postings to the web site.

e The FRG Leader and Command should promote and encourage ac